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Problem. The purpose of this study was to Investigate 
the employment needs for office workers and the job require 
ments of one hundred selected business firms of Houston, 
Texas, In order: (1) to determine the adequacy of the 
commercial curriculum of the local high schools to meet 
the employment needs; and (2) to recommend changes In the 
curriculum In accordance with the findings of the survey.
Procedure. A survey was made of one hundred business 
firms selected from the classified section of the local 
telephone directory and from a list supplied by the Chamber 
of Commerce of Houston, Texas. The one hundred business 
firms surveyed employed a total of 6882 office workers. 
Representation was taken from large-size business, medium­
size business, and small-slze business.
A combination questionnaire-Interview method was used 
to secure the data. Questionnaires were filled out by
An abstract of Dissertation submitted In partial 
fulfillment of the requirements for the degree of Doctor of 
Education at The University of Houston, 1949. 
2representatives of the business firms, or were completed in 
the presence of officials of the firms. The data secured 
by means of the questionnaire were placed in tabular form.
Findings. The tabulated data revealed the following:
(1) The 6882 office workers surveyed were distributed 
among six occupational classifications—bookkeepers, cashiers, 
and accountants; secretarial; general clerical; office 
machine operators; transportation and storage (clerical);
and administrators and executives.
(2) Female workers outnumbered male employees in all 
office job classifications except the transportation and 
storage (clerical) and the administrative and executive 
classifications.
(3) The estimated job turnover was highest in the 
transportation and storage (clerical) classification and 
lowest in the administrative and executive group. The 
estimated job turnover was 26.2 per cent for all office 
workers.
(4) A total of 59.4 per cent of the employers expressed 
a willingness to hire office employees at the age of eighteen 
or under.
(5) Sixty-three per cent of the employers expressed a 
willingness to hire office employees with a minimum of a 
high school education.
(6) The median beginning salary for all office employees 
was $38 a week.
3(7) Business firms used more key-driven calculators 
than crank-driven machines.
(8) The four leading makes of typewriters were: Under­
wood, E. C. Smith, Remington, and Royal.
(9) The Mimeograph was the leading duplicating machine.
(10) Accuracy, efficiency, judgment, promptness and 
adaptability were the personal traits found to be lacking 
in high school graduates who sought employment in business 
offices.
(11) The chief deficiencies in skill training were in 
arithmetic, spelling, penmanship, business machines, and 
the mechanics of business-letter writing.
(12) Forty per cent of the businessmen expressed a 
willingness to participate in a cooperative part-time training 
program for students enrolled in office training courses.
Conclusions and Recommendations. Interpretations of the 
data secured in this study served as a basis for the following 
conclusions and recommendations:
(1) The commercial program of the Houston high schools 
is not meeting all of the employment needs of local business 
firms for office workers. Courses in business machines and 
office practice should be added to the present commercial 
curriculum in each of the senior high schools in order to 
supply the demand for trained office machine operators and 
general clerical workers.
4(2) In order to supply the demand for high school 
graduates with business training, special emphasis should 
be placed on vocational guidance to give students the facts 
regarding office occupations and employment requirements.
(3) Since It Is evident that personal trait training Is 
not receiving adequate emphasis In the high school commercial 
program, a plan for Integrating the trait training with the 
training In every commercial subject should be developed.
(4) In answer to the criticism of businessmen that high 
school graduates are deficient In arithmetic, spelling, and 
penmanship, a course In commercial arithmetic should be 
required of every student taking commercial courses who plans 
to go Into business. Spelling and penmanship should be 
Integrated with other courses; namely, English, secretarial 
training, typewriting, office practice, shorthand, and book­
keeping. Students falling to meet the minimum standards In 
arithmetic should be required to take remedial courses.
(5) A cooperative part-time training program should be 
set up for those students taking office practice courses, 
secretarial training courses, and advanced bookkeeping courses. 
A plan similar to the distributive education program should
be adopted, whereby students attend school part of the day 
and work on the Job for the remainder of the day.
(6) Since the office equipment in the high schools is 
Inadequate for the training of students in the use of 
5business machines found in local offices, it is recommended 
that the commercial departments of the senior high schools 
be equipped with the business machines which are commonly 
used in local business offices.
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CHAPTER I
THE PROBLEM AND ITS METHOD
1. Introduction
The place which business education now holds in the 
high school program has been largely the results of con­
tinuous research and experimentation. However, educators 
and commercial teachers cannot accept what has been done 
in the past as the sole basis upon which to build the 
present-day commercial curriculum. Economic conditions 
are undergoing changes each year and the high school 
commercial training must be revised from time to time to 
keep pace with these changes. Traditional practices, which 
have a tendency to develop in educational procedures, can­
not be tolerated in commercial education if the high schools 
are to train students that the businessman can use. No two 
cities or localities have exactly the same occupational 
needs or employment practices. Investigations of business 
procedures and practices must be made if vocational business 
education is to justify its continuance. Leaders in the 
field of commercial education must be responsive to economic 
changes, as well as to revisions in educational theory and 
2practice. The Improvement of the commercial curriculum 
must be an ever changing process If It Is to meet the 
demand of a changing business and social world.
2. Statement of the Problem
This study was designed to Investigate the employment 
needs for office workers and the Job requirements of one 
hundred selected business firms of Houston, Texas, in order 
to (1) determine the adequacy of the commercial curriculum 
of the local high schools to meet these needs; and (2) 
recommend desirable changes in the curriculum based on 
the findings of the survey.
3. Analysis of the Problem
In addition to the primary objectives of the study, 
an attempt was made to determine the office occupations 
available to high school graduates, as a means of providing 
vocational guidance. A survey was also made of the vocational 
Job skills and the personal traits of office employees with 
a view toward improving teaching techniques. It was assumed 
that the study would answer the following pertinent questions:
(1) What kinds of office positions are there in Houston, 
Texas?
(2) What weaknesses are found In high school graduates 
who seek employment in office occupations?
3(3) What office positions are available to qualified 
high school graduates?
(4) What are the employment needs Of business firms 
for the next twelve months beginning August, 1948?
(5) What are the minimum employment age requirements 
for office occupations?
(6) What are the beginning salaries for employment in 
office occupations?
(7) What are the educational requirements for initial 
employment in office occupations?
(8) What kinds of office machines are used by business 
firms of Houston, Texas?
(9) Are female employees preferred by businessmen for 
office occupations?
(10) In what vocational skills do high school commercial 
graduates excel?
(11) What personal traits, essential for success In 
business, are possessed by high school graduates who seek 
employment in office occupations?
(12) What personal traits are lacked by high school 
graduates who seek employment in office occupations?
(13) In the opinion of the businessman, what specific 
commercial subjects should be taught in the high school to 
students who contemplate going into business?
(14) What are the reactions of businessmen to part- 
time cooperative training for students preparing for employ­
ment in office occupations?
4(15) In the opinion of the businessman, what should be 
the function of the high school commercial program?
(16) How well does the present commercial curriculum 
of the local high schools prepare the student for the 
available office positions?
An analysis and evaluation of the businessman’s responses 
to these questions foxmed the basis upon which recommendations 
were made for revising the commercial curriculum of the 
high schools of Houston, Texas.
4. Scope and Delimitations of the Problem
This study was limited to an intensive survey of one 
hundred representative business firms of Houston, Texas. 
There were a total of 6,882 office workers, who were employed 
by the one hundred firms surveyed. According to the latest 
census,1 there were a total of 38,505 clerical and kindred 
workers employed by business firms of Houston, Texas. The 
total number of office employees Included in this study 
represented approximately eighteen per cent of the total 
number of office workers employed by the businessmen of the 
community.
Commercial education generally includes the selling 
occupations as well as the office Jobs; but for this study, 
consideration was given to office occupations only.^ The
U. S. Department of Commerce, Bureau of Census, Sixteenth 
Census of the United States, Vol. II, p. 1049.
R. G. Vi’alters, The Business Curriculum, p. 14.
5Distributive Education Program of the local public high 
schools provides training for those students preparing for 
Jobs in the selling field.
5. Definitions of Terms Used
Terms used in this study are defined as follows:
(1) Commercial Education. Commercial education is "that 
area of education which develops skills, attitudes, and under 
standings essential for the successful direction of business 
relationship.Commercial education and business education 
are used synonymously in this report.
(2) Office Occupations. The War Manpower Commission 
defines office occupations as follows:
Office occupations Include those jobs concerned 
chiefly with the preparation and preserving of 
official records of a business or industry. The 
duties of office occupations primarily consist of 
clerical or paper work embracing such tasks as 
recording, transcribing, transferring, checking, 
systematizing, summarizing, analyzing, or preserving 
the communications, sales, services, or production 
records of an office, shop, industry, or corporation.
(3) Dlstrlbutive Education. Good defines distributive 
education as “a branch of education concerned with preparing 
persons to enter the field of selling and merchandising of 
goods and services and with increasing the efficiency of 
those already so occupied.
Carter V. Good, Dictionary of Education, p. 54.
4 War Manpower Commission, Division of Occupational 
Analysis, Job Descriptions for Office Occupations, p. vi.
® Carter V. Good, ojd. clt., p. 137.
6(4) Vocational Business Education. Tonne has defined 
vocational tuslness education as "a specialized instruction 
for those who wish to become wage earners In specified business 
occupations.n®
(5) Soclo-Buslness Education. Socio-business education 
has been defined as "training in those phases of business
*7 
that concern every member of organized society."
(6) Vocational Skills. According to Good, a vocational 
skill Is the special ability to perform the manipulative
o 
operations connected with a certain phase of business.0
(7) Personal Trait. Good defines a trait as a "character­
istic and relative mode of behavior, the outcome of heredity
*9and environmental factors." The traits used in this study 
were taken from a list compiled by Charters and Whitley.
(8) Businessmen. For the purposes of this report, the 
term businessmen or businessman was used to identify anyone 
who had supplied Information for the questionnaire used in 
the study. In most cases the information was supplied by 
personnel managers, office managers, or proprietors of business 
firms.
® Herbert A. Tonne, Principles of Business Education, p. 32. 
7 Loc. clt.
® Carter V. Good, ojs. clt., p. 429.
9 Ibid.. P- 428.
10 W. W, Charters and I. B. Whitley, Analysis of Secretarial 
Duties and Traits, p. 175.
I6. Procedure
Prior to making the office occupational survey of one 
hundred business firms of Houston, Texas, considerable research 
was done in the field of community surveys. The inter-library 
loan system was used for securing studies that had been made 
in other sections of the country. After examining question­
naires and interview sheets used in similar surveys, a 
questionnaire was formulated to be used in securing informa­
tion for the study. A "trial run" was made of three selected 
business firms before the questionnaire was adopted in its 
final form. Criticisms and suggestions from the personnel 
directors of the selected business firms were welcomed, and 
revisions were made in the questionnaire.
One hundred business firms were selected from the 
classified section of the local telephone directory and 
from a list supplied by the Chamber of Commerce of Houston, 
Texas. The selection was not entirely random, since a 
representative group of business firms was desired for the 
study. Different types of business were placed on the list 
including retail firms, wholesale firms. Industrial concerns, 
professional organizations, and service institutions.
In order to get representation from small-size business, 
medium-size business, and large-size business, the one hundred 
business firms were divided into three groups, according to 
the number of workers employed. Thirty-six business firms 
8were selected from the group employing over twenty-five 
employees, thirty-five firms were selected from among those 
firms employing from ten to twenty-five employees, and the 
remaining twenty-nine firms were taken from the list of 
firms employing from one to ten workers. The divisions were 
based on percentages, according to the total number of 
business firms falling into each category; that is, thirty- 
six per cent of all of the business firms of Houston, Texas, 
employed over twenty-five workers; thirty-five per cent 
employed from ten to twenty-five employees; and twenty-nine 
per cent had from one to ten employees.^
A combination questionnaire-interview method was used 
to secure the data. The questionnaire part of the method 
insured uniformity of questions, and the interview part of 
the method insured speed and sureness in getting the infor­
mation, as well as accuracy in answering the questions.
The Interviews were made in a systematic manner. 
Appointments were made by telephone. Questionnaires were 
filled out by a representative of the business firm, or were 
completed in the presence of a representative of the firm.
The data secured by means of the questionnaire were 
tabulated. Tables were designed to present the facts in 
a simple and concise form. Conclusions were drawn from 
the findings of the survey a rd recommendations were made
Houston Chamber of Commerce, Master List of Business 
Firms, 1948, passim.
9for revising the high school commercial curriculum. Related 
studies were reviewed as a means of checking the reliability 
of the findings of this study.
7. Importance of the Study
According to Dr. Edwin D. Martin, director of research 
of the Houston Public Schools, there has been no scientific 
study or evaluation of the commercial curriculum of the 
high schools of Houston, Texas, in the light of a community 
survey prior to the time of this study. The findings of 
recent surveys in other cities could have been accepted and 
recommendations made on the basis of these data. However, 
no two cities have the same employment conditions, the same 
drop-out problems, the same preliminary training set up 
in the elementary and junior high schools, or the same 
opportunities for which training is needed. A local survey, 
therefore, seemed wise in order to understand the local 
situation and needs, and to make recommendations intelligently.
The question of what to teach is of fundamental importance 
to commercial education. Changes in business procedures are 
too obvious to ignore. The teacher of commercial subjects 
cannot pretend that the old solutions will be sufficient to 
meet today’s problems, which may be quite different from 
those of yesterday. The survey is an objective method of 
securing information as a basis for adapting the commercial 
program to local business needs. Haynes and Graham say:
10
Nothing, however, can take the place of the 
local survey. Business opportunities and customs 
in individual sections of the country, in metro­
politan centers, in small cities, and in rural 
communities, differ greatly. The local survey 
furnishes pertinent data upon which to base busi­
ness courses and also adds to the respect of the 
community for business education. Business men who 
see that the educators are seeking a solution for 
their problems in a scientific way and are endeavor­
ing to train students who will be acceptable employees 
by local business firms, will be apt to cooperate 
by providing employment for local graduates where 
possible and by lending support to school programs.12
The fact that local surveys have been made means little 
until the results find expression in revised curricula.
Lomax states that:
What to teach in commercial education should 
be sociologically established by determining what 
is needed in order to best carry on as a social 
agency in business enterprise.15
It may be that the school is too far from the life of 
the layman. The school, as an educational institution, 
has in some cases maintained itself oblivious to the needs 
of the very society for which it was established. Kilpatrick 
makes the statement that:
The separation of school and education and 
its processes from immediate life and its edu­
cational processes has led too easily to institution­
alizing the school in the bad sense of that term 
... and not only must the schools be brought abreast 
of changes already effected in our social lifej but, 
much more, our basic theory of education must be so
12 Benjamin R. 
Business Education,
Haynes and Jessie Graham, Research In 
p. 68.
^•5 Paul Lomax, Commercial Teaching Problems, p. 12. 
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reconstructed as to include as an essential determining 
element the recognition of the permanent fact of 
rapid and Increasing change.14
The Federal Board of Vocational Education maintains that
Only effectively organized and conducted re­
search can reveal the infomation needed to reorganize 
most of our existing commercial courses on an effective 
vocational basis, and to develop the new courses re­
quired by changes in our business practice.15
Vocational business education is efficient only to the degree 
that it trains the abilities required for the positions in 
the community. The community and occupational survey is an 
accepted research procedure particularly applicable to 
business education. It is the most logical way to begin 
a study of the vocational angle of the curriculum.
Commenting on the value of the survey, Zapoleon sayst
Many of the reports and the comments of survey 
directors stressed the fact that surveys resulted 
in an awakening interest and a spirit of cooperation 
in vocational guidance, training and placement programs, 
general community interest, as well as that particular 
groups, notably employers, parents and pupils was 
aroused.16
The selection of subject matter in the commercial 
curriculum should not be made in a subjective manner. Too
14 william H. Kilpatrick, Education for a Changing 
Civilization, p. 59. ""
1 Job Opportunity Survey, Monograph 33, p. 7.
16 Marguerite Wykoff Zapoleon, Community Occupational 
Survey, p. 3.
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many times the curriculum is constructed, by someone who, 
according to Tonne and Tonne, “gets into an easy chair, and 
marshalling his prejudices and personal experiences, decides 
how the curriculum should be organized." While Tonne and 
Tonne maintain that the "subjective method" is not entirely 
fallacious, there are certain significant elements which 
TQ
may be determined objectively. ° The more objective the 
commercial teacher can be in selecting the subject matter, 
provided a sound method of research is used, the more slgnifi 
cant will be the curriculum materials.
Herbert A. Tonne and Henriette Tonne, Social Business 
Education in Secondary Schools, p. 251.
18 Ibid., p. 252.
CHAPTER II
REVIEW OF RELATED STUDIES
!• Introduction
Many local surveys of business occupations have been 
made since 1900. A total of twenty-five studies were re­
viewed for the purpose of checking the validity of thia 
survey. The studies differ in the procedures used and 
the results obtained, but they have contributed either 
directly or indirectly to a better understanding of the 
nature of business occupations. The surveys are listed 
from earliest to latest in progressive order.
2. Boston, Massachusetts, Survey
One of the earliest investigations, relating to business 
education, that attracted wide attention was made by the 
Boston Chamber of Commerce in 1914.1 This was one of several 
early studies made by businessmen’s organizations rather 
than by educational authorities.
In this study, the facts were secured both from written 
testimony of individuals and from personal conferences with
1 R. G. Walters, The Community Survey, p. 19, citing 
Boston Chamber of Commerce, Report on Commercial Education to 
the Committee on Education.
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them. The vocational histcries of 1,165 employees were 
obtained. Employees Indicated that the following six 
subjects had been of vocational use to them! penmanship, 
arithmetic, bookkeeping, typewriting, and shorthand.
3. Rochester, New York, Survey
In 1915 the Chamber of Commerce of Rochester, New York, 
2
made a study of business employees In that city. The study 
was undertaken "In the belief that mutual advantage would 
result to the businessman, to the educational authorities, 
and to boys and girls of Rochester.” It was hoped that the 
survey would give a better understanding of the requirements 
of business to local educational authorities, and at the 
same time, the business courses offered by the Rochester 
schools would be better understood by businessmen. Finally, 
It was hoped that changes might be made In the courses of 
study after careful consideration had been given to the 
recommendations of the committee.
A study was made of 1,303 business workers, divided 
among twenty-one different kinds of positions. Two seta of 
forma were used in the Investigation. One fom was used to 
secure special Information from individual employees; the 
second was used to get general information from employers.
2 , p. 20, citing Rochester Chamber of Commerce, 
Survey of Needs In Commercial Education.
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The Investigation was made by means of personal calls at 
the places of employment. The study was made not so much 
to find the number of jobs In each field, as to find 
deficiencies of the employees. The study revealed that 
employers were critical of the lack of knowledge and ability 
of their employees in arithmetic, penmanship, English, and 
spelling.
The committee made the following recommendations:
(1) Greater emphasis should be placed on business 
arithmetic, with special emphasis on local needs.
(2) In addition to the regular work In English, students 
should be given more drill on spelling, punctuation, word 
study, and vocabulary building.
(3) More emphasis should be placed on good penmanship.
(4) Every commercial graduate should be familiar with 
the principles of double entry bookkeeping.
(5) Advertising and salesmanship should be added to 
the commercial program.
(6) Adding machine operators should be trained In the 
business courses.
(7) Shorthand should be limited to those who had reason­
able assurance of success.
(8) Men teachers should be employed for such business 
subjects as bookkeeping, office practice, and business 
arithmetic.
16
(9) A committee should, be appointed to consider the 
matter of part-time employment for students In commercial 
courses•
4. New Castle, Pennsylvania, Survey
In 1929, the New Castle, Pennsylvania, schools made 
a survey which attracted considerable attention. This 
survey, with the accompanying recommendations and the 
revising of the curriculum, took a full year to complete. 
It was made by the Commercial Curriculum Committee of the 
high school faculty, of which Harry D. Book, Head of the 
Commercial Department, was chairman.
Two questionnaires were used In the study, one for 
businessmen and one for graduates who held business positions. 
Personal Interviews were held with businessmen. Teachers 
did the Interviewing. Questionnaires were mailed to high 
school graduates. Information was obtained from employers 
regarding the number of boys and girls employed In various 
types of work, the scholastic training of these workers and 
the relative need of emphasis that, In the opinion of the 
employers, should be placed on business subjects.
It was found that the groups of business workers In 
New Castle, in the order of their numerical Importance, were:
k°c« clt.
4 Harry D. Book, Adjusting the High School Commercial 
Curriculum to the Needs of the Community.
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Percentage of Total
Selling 41.95
General Clerical 33.87
Bookkeeping 11.45
Stenographic 10.99
Financial 4.60
Transportation and Storing 3.34
Machine Operating 2.44
Executives 1.36
According to employers, English, business arithmetic, 
and spelling were the three moat necessary subjects for 
business workers. These subjects were named ahead of all 
the regular business subjects. A survey was also made of 
the various office appliances used in the offices of New 
Castle.
As a result of the survey, the committee recommended 
a complete revision of the commercial curriculum, and the 
purchase of considerable office equipment.
5. Sherman, Texas, Survey
5
In 1929, Walker made an occupational survey of Sherman 
Texas, to determine the vocational opportunities for 
commercial graduates of the Sherman high school. The data
5
A. L. Walker, Adjusting the Commercial Curriculum of 
Sherman High School, Sherman, Texas, to the Needs of the" 
Communfty.
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collected were used as a basis for reorganizing the commercial 
curriculum.
Two questionnaires were used In securing the Information. 
Employers filled out 103 questionnaires, while 124 question­
naires were completed by commercial employees. The question­
naires were distributed In person and collected within a 
few days after distribution.
Walker found that Selling jobs ranked first with 53.4 
per cent of the total commercial workers; General Clerks 
ranked second with 17.0 per cent; Bookkeepers were third 
with 15.4 per cent; and Stenographers ranked fourth with 
14.2 per cent.
There was found to be a need for courses In retail 
selling, business correspondence, penmanship, and social 
business facts. It was recommended that all of the present 
commercial courses be retained.
6. Sioux City, Iowa, Survey
An Interesting survey of the graduates of a large high 
school was made In Sioux City, Iowa, In 1930. Bina Mae 
Traxler made the survey under the direction of the Department 
of Research, School of Education, Northwestern University.6 
It was made primarily to determine the strength and weakness 
of the business program offered In the Central High School, 
6 Bina Mae Traxler, A Follow-Up Study of Commercial 
Graduates. *"
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and to discover how well graduates are able to use the 
business skills learned In high school, especially short­
hand, office training, bookkeeping, and salesmanship.
A questionnaire asking for the occupational histories 
of graduates. Including subjects taken and used, positions 
held, how positions were obtained, and wages received, was 
sent to 1046 graduates. A second questionnaire was sent 
to a much smaller group of graduates. It dealt largely 
with the detailed duties performed by graduates In various 
kinds of jobs. Still another questionnaire was sent to 
each of fifty firms In Sioux City. The number and make of 
office machines used In the city were secured.
Typewriting was named as the most valuable business 
subject by the greatest number of graduates and English was 
named as the most valuable non-buslness subject by the greatest 
number of graduates.
Among the recommendations made as a result of the study 
were the following:
(1) Students who major In stenography should Include 
one year of bookkeeping because of the high economic value 
of that subject.
(2) Students who enroll for shorthand should have four 
full semesters of the subject.
(3) More emphasis should be placed upon machine office 
7
practice.
7 Ibid., p. 27.
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7. Oakland, California, Survey
In 1935, the Oakland, California, survey was organized 
and conducted by the Co-ordination and Placement Staff of 
Merritt Business School, a unit of the Oakland Public Schools.® 
The purpose of the survey was (1) to ascertain the number 
of workers engaged In retail selling and office occupations;
(2) to ascertain the number of men and the number of women 
employees; (3) to learn the Job titles assigned to workers;
(4) to ascertain major duties performed in the various jobs;
(5) to learn the age, education, special training, and other 
requirements for the various jobs; and (6) to secure suggestions 
from employers as to further training which might be offered
by the Merritt Business School.
Interviews were held with persons responsible for the 
hiring and supervising of workers. The survey covered 186 
firms with 3,462 jobs surveyed. The five job classifications 
that employed the largest numbers of people were: Sales­
persons, Clerks, Stenographers, Calculating Machine Operators, 
and Bookkeepers. The survey resulted in the belief that a 
narrow training for a specific job is not sufficient and 
the offerings of the business school be as broad and varied 
as possible.
As a result of the survey, several new courses were 
developed. The business contacts made by members of the
® Robert A. White, #A Survey of Commercial Occupations,*  
The Business Education World, Vol. 6 (March, 1936), p. 554. 
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staff provided, an opportunity for acquainting employers with 
the training program of the school. Following the survey, 
the policy was adopted of assigning several members of the 
faculty to a program of teaching part of the day, and spending 
the remainder of the day In keeping businessmen Informed of 
the work of the school and In securing Information from 
businessmen that could be used In keeping the program up- 
to-date.
8. Newark, New Jersey, Survey
g
Mary S. Farrell reported a survey made In Newark, New 
Jersey, In December, 1935. The survey was planned to Include 
twenty-nine of Newark’s larger concerns with the view of 
comparing these findings to those disclosed In 1929. The 
findings were divided Into three classes: (1) data concern­
ing employment requirements; (2) Information relative to 
business standards, personal qualifications of applicants 
and procedures used In employment offices; and (3) modern 
office equipment used by these firms. The study guided 
business teachers of Newark In adjusting school training 
to new business methods, guided the student In choosing a 
curriculum, and gave valuable suggestions to graduates 
seeking employment.
9 Mary S. Farrell, "Newark Makes an Occupational Survey," 
Journal of Business Education, Vol. 4 (June, 1935), pp. 9-10.
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9. Evansville, Indiana, Survey
In 1936 the commercial teachers of the Evansville, 
Indiana, Public Schools made a survey of the commercial 
positions In Evansville.^-0 The survey was conducted In 
connection with the revision of the commercial course of 
study.
A combination questionnaire-interview method was used. 
The survey was city wide and was conducted by commercial 
teachers, the superintendent of schools, the director of 
secondary education, and the Chamber of Commerce. The 
questionnaires were carried by high school seniors trained 
for the task. One hundred seniors were selected to secure 
the Information. Of the 2,344 firms, 2,157 or ninety-one 
per cent were contacted.
Among the conclusions were the following:
(1) The vocational or skill-building subjects In business 
education still have an Important place In the high school 
program.
(2) The tabulated results showed that eighty-three per 
cent of the employers would hire employees with no more 
than a high school education.
(3) The survey Indicated a job turnover In commercial 
positions of 27.4 per cent.
10 Job Opportunity Survey, Monograph 33, og. clt., 
pp. 1-31.
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(4) The number of jobs in certain major fields indicated 
a need for three strong skill-building fields: General 
Clerical, Stenographic and Secretarial, and Selling.
(5) More office machines should be added to the commercial 
department.
(6) All makes of typewriters should be supplied each 
school.
(7) A placement bureau should be set up for high school 
graduates.
(8) Certain courses should be selected by boys and 
certain courses by girls
10. Tucson, Arizona, Survey
An Interesting survey was made in 1937 by Weaver 
12Meadows. The purpose of the survey was to investigate 
the occupational needs of Tucson, Arizona, in order to 
determine the adequacy of the commercial curriculum of the 
Tucson high school. Recommendations were made for changes 
in the business curriculum based on the findings of the 
survey.
Information for the study was secured by means of a 
questionnaire. Replies were received from 172 employers.
11 Ibid., pp. 15-17.
Weaver Meadows, Business Education Curricula and 
Community Needs as Determined by a 8urvey7 pp. 1-64.
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Data were secured on the number and type of commercial jobs, 
requirements for commercial positions, office machines in 
use, weaknesses in the commercial program, and businessman’s 
opinion of traits necessary for success in business.
Meadows reached the following conclusions:
(1) The present curriculum was not meeting the needs of 
businessmen in the community.
(2) All prospective office workers should have a know­
ledge of business machines used in Tucson.
(3) Students should be given as much general business 
information as possible.
(4) Businessmen wanted young people who had initiative 
and who were dependable and honest.
(5) Spelling, arithmetic, and written English should be 
emphasized.
(6) Cooperative courses should be organized to give 
pupils the experience necessary for success in business.
(7) The revised curriculum should be constructed around 
four majors: (a) Selling; (b) Bookkeeping; (c) Secretarial;
13 and (d) General Business.
11. Brainerd, Minnesota, Survey
Van Arnam^ made a survey of Brainerd, Minnesota, in 
1936. The purpose of the study was to determine the 13*
13 It,ld• • P» 78*
Grace Van Arnam, Adjusting the Commercial Curriculum
of Brainerd High School, BrainerlT Minnesota, to the deed's' of
The dommurii'ty.
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effectiveness of the commercial curriculum of the local high 
school and by means of objective data to reorganize the 
business program. Recommendations were made for adjusting 
the commercial program to the vocational and social-business 
needs of the high school graduates.
A questionnaire was used to secure Information for the 
study. The survey reveals the needs for modifying the 
commercial curriculum. Evidence shows the need for the 
Inclusion of a course In retail selling. A need was also 
found for the Improvement of the social business training, 
since the outstanding deficiencies were "lack of Initiative," 
"lack of ability In the fundamentals," and "failure to give 
attention to details." Favorable replies from businessmen 
indicated success for a cooperative part-time training plan 
In connection with the retail selling program and also the 
office practice course.
12. Troy, Kansas, Survey
In 1940 Perkins-1^ made a survey of the business firms 
of Troy, Kansas, to determine the content of the business 
education curriculum which would best meet the needs of the 
employer and the employee of the community, A questionnaire 
and check list was personally distributed to all of the 
business firms In Troy, collecting Information regarding the 
Dale Perkins, A Business Survey of Troy, Kansas.
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classification of employees, preparation of employees, methods 
of employing new workers, experience desired, methods of 
salary payment, credit practices, and character and extent 
of office appliances used#
The secretarial, general office, and sales occupations 
were the primary fields of employment for women. The employ­
ment among men was more widely scattered, with sales work, 
general office work, and clerical work predominating. The 
largest single occupational group was in the sales field.
13. Emporia, Kansas, Survey
In 1940, Brogan^ made a community survey of Emporia, 
Kansas. His study indicated that the chief weaknesses of the 
employees were in the personality of the worker and not in 
technical preparation. “Lack of initiative,""failure to 
comply with instructions," "inability to meet people," 
"failure to give attention to details," and "lack of tact" 
ranked high as weaknesses of high school graduates employed 
by businessmen.
14. Stillwater, Oklahoma, Survey
The Stillwater, Oklahoma, survey was made in 1941 
by the Beta Chapter of Delta Pi Epsilon.^ The purpose
16 Hugh Brogan, Adjusting the Business Curriculum of 
Emporia .High School, Emporia, Kansas, io th"e Needs of tFe 
Community.
17 Eaby C. McGill, "A Business Occupational Survey of 
Stillwater," Research Studies In Business Education, Monograph 
No. 2, p. 58.
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of the survey was to determine the educational background, 
occupational history, and employment status of 150 persons 
under thirty-six years of age, who worked in the city of 
Stillwater, Oklahoma• The interview method was used. An 
average of thirty minutes was spent in making each interview. 
Following the completion of the interviewing, the schedules 
were sorted into four vocational groups—managerial, record 
keeping, secretarial and clerical, and selling. The per­
centage of workers included in each of the four groups was 
as follows:
Percentage
Managerial 15.3
Record keepers 13.3
Secretarial and clerical 34.0
Selling and store service 37.4
Over one-third of the 150 workers reported that they 
were not in the occupations for which they last planned while 
in school. This is evidence of the fact that a large per­
centage of students change from their first jobs, and that 
those making a survey and revising the curriculum as a result, 
must not think in terms of first jobs only.
15. New York, New York, Survey
A survey was made in New York in 1941 by a chapter of 
18 
Delta Pl Epsilon. It was the work of the Research Committee
F. J. Enterline and others. What Do Employment 
Directors Expect of Beginning Office and STore Employees? 
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of the Alpha Chapter of that organization, located In New 
York University. The study was under the direction of Dr. 
Paul S. Lomax. The survey was the outcome of a meeting of 
businessmen and business teachers at New York University to 
discuss the question, "YJhat do employment directors expect 
of beginning office and store employees?" As a result of 
this meeting, 150 questionnaires were mailed to typical 
businessmen. Replies were received from fifty-eight of 
them.
The first part of the questionnaire centered around 
the beginning requirements for the jobs of accountant, book­
keeper, cashier, general clerk, sales clerk, stenographer, 
telephone operator, typist, duplicating machine operator, 
bookkeeping machine operator, and key-punch operator. The 
questionnaire also asked eight questions concerning the type 
of education that businessmen thought essential for beginning 
workers. One of the questions was as follows: "In what 
respect do you find your new employees deficient?" Fifteen 
deficiencies were reported. The first five of these. In the 
order of the number of times mentioned, were English, pen­
manship, arithmetic, spelling, and typewriting.
16. Loveland, Colorado, Survey
In 1946, Bates^ reported a business survey made In 
Loveland, Colorado. A questionnaire was submitted to the
19 Gertrude A. Bates, "Improvement of Business Instruction 
Through a Survey," The Balance Sheet, Vol. 28 (December, 1946), 
pp. 149, 190.
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businessmen of Loveland, to determine what they desired of 
their employees. Replies were received from eighty per cent 
of the firms.
According to rank of work classifications, the largest 
number of employees was found to be clerks. General office 
workers ranked second, and bookkeepers ranked third.
Results of the survey showed the following I
(1) Students should be offered office experience and 
given responsibilities.
(2) Experienced workers are preferred to Inexperienced 
workers.
(3) A cooperative training program would help bridge 
the gap between school and the first Job.
(4) Of the various work habits and character traits 
that need correcting in office workers, the character traits 
far outnumber the work traits.
(5) Many of the businessmen in the city of Loveland 
indicated that they were willing to participate in a cooperative 
training program.
(6) Many businessmen state that there are possibilities 
of employing high school graduates in their concerns.
(7) The greatest annual turnover of employment in the 
city of Loveland is among women.
Additional studies were examined but due to their 
similarity, in methods and results, with other surveys 
20 Ibid., p. 190
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reviewed, they are listed for reference only. A state-wide 
survey was made in Minnesota by Weersing2^ in 1928. Malott* 22 *2589
reported a business survey made in St. Louis in 1924. A 
survey of Pasadena, California, was made in 1926 by Anderson.2^ 
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2^ Frederick J. Weersing, Reorganization of Commercial
Educat ion in Public High Schools.
®2 J. 0. Malott, "St. Louis Senior Commercial Occupations
Survey," Vocational Education Magazine, Vol. 2 (June, 1924),
pp. 824-26.'
25 John A. Anderson, "Fitting the Commerce Courses of the 
High School and Junior College to the Needs of the Community," 
Educational Research Bulletin, May, 1926.
Irvin S. Noall, "Survey of Vocational Service and 
Needs in Utah," Report of the Fact Finding Body, 1940.
DR 
Edith Virginia Black, The Commerce Curriculum and 
Community Needs.
2® Mabie U. Teed, The Determination of the Placement 
Value of a Commercial Occupations Survey.
2*7 Eugene A. Brock, "A Survey of Commercial Occupations 
in Phoenix, Arizona," Report of Survey, 1936.
28 Pearl Freeman, Occupational Opportunities for 
Business Workers in Cheyenne, WyomTng.
29 Carrie M. Hansen, "What is Expected of Your High 
School Clerical Worker?" Journal of Business Education, Vol. 
12 (December, 1936), pp. 13-14.
5® Ronald 0. Wagner, Vocational Business Education in 
Winnemucca, Nevada.
Noall reported the findings of a survey made in Salt Lake 
City in 1938.
Some of the smaller cities in which surveys have been 
made are San Diego,2® Glendale,^® Phoenix,2^ Cheyenne,2® 
Madison,2® and Winnemucca.5®
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17e Summary
The occupational survey was used, in a majority of the 
research studies reviewed. It was evident that some form of 
questionnaire or interview sheet was used In securing the 
information desired. Although the methods used and the 
results obtained differed with various surveys, the findings 
of a majority of the studies justified the following con­
clusions :
(1) The commercial programs of the high schools are 
not meeting the needs of the local communities.
(2) Employers are critical of the lack of knowledge 
and ability of their employees in arithmetic, penmanship, 
spelling, and English.
(3) A narrow training for a specific job is not sufficient; 
the offerings of the commercial program should be as broad
and varied as possible.
(4) The chief weaknesses of the commercial training 
appear to be traits rather than skills.
(5) The so-called traditional subjects still form the 
"backbone" of a sound commercial program.
(6) A placement bureau should be set up for high school 
students.
(7) Business machine training should be offered in the 
high school program.
(8) Closer contact with businessmen should be maintained.
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(9) Cooperative courses should, be organized to give 
pupils experience necessary for success In business.
(10) More office equipment Is needed for adequate training 
of office workers.
(11) Selling jobs ranked first among the commercial 
occupations.
(12) Businessmen wanted young people who had Initiative 
and who were dependable and honest.
(13) Businessmen will hire young people with a high 
school education.
CHAPTER III
OFFICE OCCUPATIONS AND EMPLOYMENT REQUIREMENTS
1. Introduction
In Chapter II a review was made of related commercial 
occupational surveys. The purpose of this chapter is to 
present the facts concerning the office occupations and the 
employment requirements of one hundred business firms of 
Hous ton, Texas•
According to Haas,
Vocational training without knowledge of 
job opportunities, and an attempt to place trained 
workers is limited in value, both to the potential 
worker and to business.
Private business schools have recognized that failure to 
train workers for actual and existing jobs means failure 
for themselves. Trade or industrial schools, in many cities, 
have a plan whereby people are trained for jobs that actually 
exist, not hypothetical or non-existent ones.
Public schools, however, should not be severely criticized 
for their failure to offer the most effective business train­
ing, because the necessary basic information for effective
o 
training has not been available, Haas says that the number
Kenneth Haas, Distributive Education, p. 7.
2 Ibid., p. 8.
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and types of business jobs In a community and the school 
training they require Is a type of Information that has been 
lacking. Few communities know at what ages workers can 
expect to enter various occupational fields, what pay workers 
may expect to receive, or how many workers are needed In a 
given occupation. It has been difficult for the school to 
set up practical objectives for business education because 
of a lack of occupational Information.
The information concerning the office occupations of 
Houston, Texas, was divided into five sections as Is 
Indicated by the questionnaire in Appendix A of this study.
2. Classification and Number of Jobs
Office workers were classified under six occupational 
headings; namely. Bookkeepers, Cashiers, and Accountants; 
Secretarial; General Clerical; Office Machine Operators; 
Transportation and Storage (clerical); and. Executives and 
Administrators. These job classifications are discussed 
in the order of numerical importance according to the number 
of employees in each classification.
a. Secretarial
The secretarial group, summarized in Table I, contained 
the largest number of workers, there being 1684 female 
workers and thirty-four male workers in this classification.
35
TABLE I
THE HUMBER AND THE PER CENT OF SECRETARIAL WORKERS EMPLOYED 
BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Secretaries 8 626 634 36.9
2 Stenographers 7 315 322 18.7
3 Typists 16 347 363 21.1
4 Filing clerks 3 360 363 21.1
5 Transcribing machine 
operators
0 36 36 2.2
Totals 34 1684 1718 100.0
Per cent 2.0 98.0 100.0
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There were a total of 1718 persons in the secretarial 
group which represented, twenty-five per cent of all office 
employees classified.
Secretaries numbered 634 and represented 36.9 per cent 
of all employees in the secretarial classification. Typist 
and filing clerks were tied for the runner-up position with 
363 employees each. Stenographers followed closely with a 
total of 322 workers. The workers in thia classification 
were predominately women since there were only thirty-four 
men in the group.
b. General Clerical
The general clerical group ranks second in numerical 
Importance with a total of 1345 employees, or 19.5 per cent 
of all office employees classified. Table II shows that 
general clerks were out in front with 74.2 per cent of all 
employees In the general clerical classification. Female 
workers predominated by a total of 85.4 per cent to 14.6 
per cent for male employees.
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TABLE II
THE NUIiBER AND THE PER CENT OF GENERAL CLERICAL WORKERS 
E1TL0Y3D BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Messengers 61 56 117 8.8
2 Office boys and. girls 25 20 45 3.3
3 General clerks 108 891 999 74.2
4 Receptionists 0 59 59 4.5
5 PHX operators 2 123 125 9.2
Totals 196 1149 1345 100.0
Per cent 14.6 85.4 100.0
38
o« Bookkeepers, Cashiers, and Accountants
This classification, as set forth In Table III, Indicates 
that 18.2 per cent of all office workers surveyed were engaged 
as bookkeepers, cashiers, and accountants. Within this group 
cashiers ranked first with 284 employees, followed closely 
by bookkeepers with 281 workers. Men employees outnumbered 
women employees In the auditing and accounting jobs, while 
women led In the other positions.
d. Office Machine Operators
This classification, fourth In numerical importance, 
shows 962 or 14.0 per cent of office employees engaged In 
the operation of office machines. Table IV reveals that 
calculating machine operators numbered 287 persona and 
represented 29.3 per cent of the employees In the office 
machine operator classification. Bookkeeping machine 
operators ranked second with 24.7 per cent, and billing 
machine operators and adding machine operators had 12.8 
per cent and 12.1 per cent respectively. Women employees 
outnumbered male workers In all positions except tabulating 
machine operators.
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TABLE III
THE KTJKBER AMD THE PER CENT OF BOOKKEEPERS, CASHIERS, AND 
ACCOUNTANTS EMPLOYED BY ONE HUNDRED BUSINESS FIRMS OF
HOUSTON, TEXAS, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Senior accountants 104 4 108 8.6
2 Junior accountants 62 8 70 5.6
3 Auditors 28 4 32 2.6
4 Audit clerks 29 80 109 8.7
5 Bookkeepers 134 147 281 22.5
6 Cashiers 81 203 284 22.7
7 Payroll clerks 37 108 145 11.6
8 Billing clerks 18 203 221 17.7
Totals 493 757 1250 100.0
Per cent 59.4 60.6 100.0
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TABLE IV
TEE NUEBER AJD THE PER CENT OF OFFICE 11ACHINE OPERATORS 
EMPLOYED BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS, 1948
Job classIficatlon Male Female Total Iter cent
1 2 3 4 5
1 Bookkeeping machine operators 42 196 238 24.7
2 Calculating machine operators 39 248 287 29.8
3 Billing machine operators 4 119 123 12.8
4 Duplicating machine operators 5 17 22 2.3
5 Posting machine operators 0 42 42 4.3
6 Adding machine operators 24 89 113 12.1
7 Addressing machine operators 0 50 50 5.1
8 Key-punch machine operators 0 61 61 6.3
9 Tabulating machine operators 20 6 26 2.6
Totals 134 828 962 100.0
Per cent 12.9 87.1 100.0
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e. Administrators and Executives
The administrator and executive classification ranked 
fifth in numerical importance with a total of 890 persons 
or 12.9 per cent of all office positions surveyed. Table V 
reveals that men outnumber women almost two to one. This 
seemed to Indicate that the promotional opportunities for 
men in the business world exceed those of women. The greatest 
occupational opportunities appeared to be in the department 
manager classification as 67.6 per cent of all administrators 
and executives were in that group. Kale employees outnumbered 
female employees in all positions.
f. Transportation and Storage (Clerical)
The transportation and storage classification ranked 
last In numerical Importance with 717 employees or 10.4 per 
cent of the total number of office employees. Table VI shows 
that stock clerks ranked first with 152 workers. Shipping 
and delivery clerks numbered 118. Kale employees outnumbered 
female workers by 389 to 328. Ken outnumbered women as 
shipping and delivery clerks, mail clerks, and stock clerks, 
while women were more numerous as invoice clerks and receiving 
clerks.
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TABLE V
THE HTOBER AND THE PER CENT OF ADMINISTRATORS AND EXECUTIVES
EMPLOYED BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 General managers 68 3 71 8.0
2 Personnel managers 35 14 49 5.5
3 Office managers 53 17 70 7.9
4 Credit managers 37 5 42 4.7
5 Statisticians 4 1 5 .6
6 Department managers 346 256 602 67.6
7 Traffic managers 11 0 11 1.2
8 Comptrollers 23 0 23 2.6
9 Claim adjusters 12 5 17 1.9
Totals 589 301 890 100.0
Per cent 66.1 33.9 100.0
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TABLE VI
TEE HUMBER AND THE PER CENT OF TRANSPORTATION AND STORAGE 
(CLERICAL) WORKERS EMPLOYED BY ONE HUNDRED BUSINESS
FIRMS OF HOUSTON, TEXAS, 1948
Job classification Male Female Total Par cent
1 2 3 4 5
1 Shipping and delivery clerks 118 76 194 27.1
2 Invoice clerks 33 60 93 13.0
3 Receiving clerks 65 113 178 24.8
4 Stock clerks 152 64 216 30.1
5 Mall clerks 21 15 36 5.0
Totals 389 328 717 100.0
Per cent 54.2 45.8 100.0
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Summarizing, it la evident from Table VII that more 
people were employed in secretarial positions than in any 
other office classification. General clerical and book­
keepers, cashiers, and accountants ranked second and third 
respectively. The Importance of the office machine operator 
is attested by the fact that 962 workers were employed in 
that classification.
Female employees outnumbered male workers by a ratio 
of almost three to one. From the information received from 
businessmen, it was indicated that the greatest number of 
positions for female employment were in the secretarial, 
general clerical, and office machine operator classifications. 
Male employees should find employment in bookkeeping and 
accounting positions, transportation and storage jobs, and 
administrative positions.
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TABLE VII
THE NUMBER AND TEE PER CENT OF ALL OFFICE WORKERS EMPLOYED 
BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Bookkeepers, cashiers, and accountants 493 757
1250 18.2
2 Secretarial 23 1695 1718 25.0
3 General clerical 196 1149 1345 19.5
4 Office machine operators 134 828 962 14.0
5 Transportation and 389 328 717 10.4storage (clerical)
6 Administrators and 
executives
589 301 890 12.9
Totals 1824 5058 6882 100.0
Per cent 26.5 73.5 100.0
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3. Estimated Vacancies
Realizing the futility of training office workers for 
jobs that do not exist, evidence was secured to determine 
the trends in employment for a period of twelve months, 
starting with August, 1948. The estimated job turnover 
was found for each occupational classification by dividing 
the number of estimated vacancies by the total number of 
employees in each classification. Allowances were not made 
for the fact that some of these vacancies were no doubt a 
result of economic Improvement and do not represent true 
turnover in the usual sense. Since many of the reports of 
vacancies were based on figures of the previous year, the 
calculations were deemed accurate enough for all practical 
purposes.
a. Secretarial
Table VIII indicates a total of 481 estimated vacancies 
in the secretarial field. Filing clerks were most in demand 
with 27.3 per cent of the total estimated vacancies. 
Secretaries and typists tied for the runner-up position 
with 121 vacancies each. Male workers were not in demand 
for secretarial positions as evidenced by the fact that only 
six employees would be needed to fill vacancies in that classi­
fication. The estimated job turnover for the secretarial 
classification was found to be twenty-eight per cent.
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TABLE VIII
THE ESTIMATED NUMBER AND THE PER CENT OP SECRETARIAL WORKERS
NEEDED BY ONE HUNDRED BUSINESS FIRMS OP HOUSTON, TEXAS, 
FOR THE NEXT TWELVE MONTHS BEGINNING AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Secretaries 0 121 121 25.2
2 Stenographers 2 97 99 20.6
3 Typists 4 117 121 25.2
4 Filing clerks 0 132 132 27.3
5 Transcribing machine operators
0 8 8 1.6
Totals 6 475 481 100.0
Per cent 1.2 98.8 100.0
Note: From the information In this table, the estimated job 
turnover of 28.0 per cent was found by dividing 481, 
the estimated number of vacancies, by 1718, the total 
number of secretarial workers (Table I).
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b. General Clerical
Table IX shows the estimated number of vacancies among 
general clerical workers to be 343. This represented an 
estimated job turnover of thirty-three per cent. The greatest 
demand was for general clerks, since a total of 285 workers 
were needed. Employers preferred women over men by 251 to 
ninety-two.
c. Bookkeepers, Cashiers, and Accountants
Table X indicates a total of 353 estimated vacancies 
for bookkeepers, cashiers, and accountants. Since there 
were a total of 1250 positions in this classification, the 
estimated job turnover was 28.2 per cent. Bookkeepers with 
a total of 104 estimated vacancies led In this classification. 
Cashiers were next in demand with a total of ninety-two. 
The preference for women employees over men workers was 
241 to 112. Employers preferred men for accounting and 
auditing positions while the women were in demand for the 
other jobs.
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TABLE IX
THE ESTIMATED KUMBER AND THE PER CENT OF GENERAL CLERICAL 
WORKERS NEEDED BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, 
TEXAS, FOR THE NEXT TWELVE MONTHS, BEGINNING
AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Messengers 34 17 51 11.5
2 Office boys and girls 16 38 54 12.2
3 General clerks 42 243 285 64.3
4 Receptionists 0 19 19 4.3
5 PBX operators 0 34 34 7.7
Totals 92 351 443 100.0
Per cent 20.8 79.2 100.0
Note: From the Information in this table, the estimated job 
turnover of 33.0 per cent was found by dividing 443, 
the estimated number of vacancies, by 1345, the total 
number of general clerical workers (Table II).
50
TABLE X
THE ESTIMATED NUlffiER AND THE PER CENT OF BOOKKEEPERS, CASHIERS, 
AND ACCOUNTANTS NEEDED BY ONE HUNDRED BUSINESS FIRMS OF 
HOUSTON, TEXAS, FOR THE NEXT TWELVE MONTHS, BEGINNING
AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Senior accountants 10 0 10 2.8
2 Junior accountants 12 5 17 4.8
3 Auditors 2 0 2 .6
4 Audit clerks 6 28 34 9.6
5 Bookkeepers 44 60 104 29.5
6 Cashiers 23 69 92 26.1
7 Payroll clerks 11 20 31 8.8
8 Billing clerks 4 59 63 17.8
Totals 112 241 353 100.0
Per cent 31.7 68.3 100.0
Note: From the information in this table, the estimated Job 
turnover of 28.2 per cent was found by dividing 353, 
the estimated number of vacancies, by 1250, the total 
number of bookkeepers, cashiers, and accountants 
(Table III).
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d« Office Machine Operators
Table XI reveals a total of 301 estimated vacancies 
for office machine operators. An estimated job turnover 
of 31.3 per cent indicates an employment need for machine 
operators. Calculating machine operators and bookkeeping 
machine operators were in demand as shown by the number 
of expected vacancies in each classification. Employers 
preferred female employees over male workers by 251 to 
fifty. Women were preferred for all positions.
e. Administrators and Executives
Respondents were reluctant to give information con­
cerning expected vacancies among administrators and executives 
and in many cases the information was not available to them; 
consequently, the evidence regarding estimated vacancies is 
not too complete. However, Table XII shows that 113 depart­
ment managers will be needed for the next twelve months 
period. The estimated job turnover for the vacancies reported 
was 13.1 per cent.
f. Transportation and Storage (Clerical)
There appears to be an excellent opportunity for office 
workers in the transportation and storage field as evidenced 
by the fact that the Job turnover was 36.3 per cent.
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TABLE XI
THE ESTIMATED NUMBER AND THE PER CENT OF OFFICE MACHINE 
OPERATORS NEEDED BY ONE HUNDRED BUSINESS FIRMS OF 
HOUSTON, TEXAS, FOR THE NEXT TWELVE MONTHS, 
BEGINNING AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Bookkeeping machine operators 19 53 72 23.9
2 Calculating machine operators 15 74 89 29.6
3 Billing machine operators 2 38 40 13.3
4 Duplicating machine operators 0 9 9 3.0
5 Posting machine operators 0 10 10 3.3
6 Adding machine operators 8 40 48 15.9
7 Addressing machine operators 0 14 14 4.7
8 Key-punch machine operators 0 12 12 4.0
9 Tabulating machine operators 6 1 7 2.3
Totals 50 251 301 100.0
Per cent 16.6 83.4 100.0
Note: From the information in this table, the estimated Job 
turnover of 31.3 per cent was found by dividing 301, 
the estimated number of vacancies, by 962, the total 
number of office machine operators (Table IV).
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TABLE XII
THE ESTIMATED NUMBER AND THE PER CENT OF ADMINISTRATORS AND 
EXECUTIVES NEEDED BY ONE HUNKIED BUSINESS FIRMS OF
HOUSTON, TEXAS, FOR THE NEXT TWELVE MONTHS, 
BEGINNING AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 General managers 0 0 0 0.0
2 Personnel managers 0 0 0 0.0
3 Office managers 5 6 11 8.8
4 Credit managers 0 0 0 0.0
5 Statisticians 0 0 0 0.0
6 Department managers 52 61 113 91.2
7 Traffic managers 0 0 0 0.0
8 Comptrollers 0 0 0 0.0
9 Claim adjusters 0 0 0 0.0
Totals 57 67 124 100.0
Per cent 46.0 54.0 100.0
Notel From the Information in this table, the estimated job 
turnover of 13.1 per cent was found by dividing 124, 
the estimated number of vacancies, by 890, the total 
number of administrators and executives (Table V).
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Table XIII shows a total of 260 estimated jobs available 
for the next twelve months period. The opportunities 
appeared to be fairly evenly divided among male and female 
workers. Men were preferred for shipping and delivery 
clerks and stock clerks, while women were preferred as 
invoice clerks and receiving clerks.
Table XIV reveals a total of 1804 estimated vacancies 
In all office classifications. This represented a job turn­
over of 26.2 per cent for all office occupations. The Job 
opportunities for girls exceeded the opportunities for boys. 
Opportunities for girls In the secretarial field appeared 
excellent with a total of 481 expected vacancies. A total 
of 553 expected vacancies for bookkeepers, cashiers, and 
accountants indicated opportunities for workers in that 
field. There was a need for office machine operators as 
was revealed by a total of 301 expected vacancies. The 
best opportunities for male employment appeared to be In 
bookkeeping and accounting positions, transportation and 
storage (clerical) jobs, and administrative and executive 
positions. Employment opportunities for women appeared to 
be good In all job classifications.
Table XV reveals an estimated Job turnover of 36.3 per 
cent for clerical workers in transportation and storage jobs. 
The second highest estimated job turnover was In the general
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TABLE XIII
THE ESTIMATED NUMBER AND THE PER CENT OF TRANSPORTATION AND 
STORAGE (CLERICAL) WORKERS NEEDED BY ONE HUNDRED BUSINESS
FIRMS OF HOUSTON, TEXAS, FOR THE NEXT TWELVE MONTHS, 
BEGINNING AUGUST, 1948
Job classification Male Female Total Per cent
1 2 3 4 5
1 Shipping and delivery 
clerks
32 25 57 21.9
2 Invoice clerks 14 34 48 18.5
3 Receiving clerks 19 30 49 18.8
4 Stock clerks 47 45 92 35.4
5 Mall clerks 8 6 14 5.4
Totals 120 140 260 100.0
Per cent 46.1 53.9 100.0
Note: From the information In thia table, the estimated Job 
turnover of 36.3 per cent was found by dividing 260, 
the estimated number of vacancies, by 717, the total 
number of transportation and storage employees 
(Table VI).
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TABLE XTV
THE ESTIMATED NUMBER AND THE PER CENT OF ALL OFFICE WORKERS 
NEEDED BY ONE HUNDRED BUSINESS FIRMS OF HOUSTON, TEXAS,
FOR THE NEXT TWELVE MONTHS, BEGINNING AUGUST, 1948
Job claaaiflcation Male Female Total Per cent
1 2 3 4 5
1 Bookkeepers, cashiers, 
and accountants
112 241 353 19.6
2 Secretarial 6 475 481 26.6
3 General clerical 42 243 285 15.8
4 Transportation and storage 120 140 260 14.4
5 Office machine operators 50 251 301 16.7
6 Administrators and 
executives
57 67 124 6.9
Totala 387 1417 1804 100.0
Per cent 21.5 78.5 100.0
Notel From the Information In thia table, the eatimated Job 
turnover of 26.2 per cent waa found by dividing 1804, 
the eatimated number of vacanciea, by 6882, the total 
number of all office employeea (Table VII)•
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TABLE XV
ESTIMATED JOB TURNOVER FOR*  ALL OFFICE OCCUPATIONAL 
CLASSIFICATIONS
Job claaaification Per cent
1 2
1 Bookkeepers, cashiers, and accountants 28.2
2 Secretarial 28.0
3 General clerical 33.0
4 Transportation and storage (clerical) 36.3
5 Office machine operators 31.3
6 Administrators and executives 13.1
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clerical classification with an estimated 33.0 per cent. 
Office machine operators had as estimated 31.3 per cent turn­
over. The estimated turnover for bookkeepers, cashiers, and 
accountants was 28.2 per cent; for secretarial workers, 
28.0 per cent; and for administrators and executives, 13.1 
per cent.
4. Minimum Age Requirements for Initial Employment
In order to determine what office positions were avail­
able to qualified high school graduates, it was necessary 
to secure information concerning age requirements for each 
occupational classification. In making the tabulations from 
the questionnaire, each employer was counted a new or separate 
employer each time he supplied data concerning employment 
requirements for any position listed on the questionnaire. 
The word "employer” should be so interpreted in the tables 
which follow.
Since students enter public schools at the age of six 
years and complete twelve grades, the age of eighteen was 
assumed to be the median age at graduation from senior high 
school. This assumption was substantiated by Edwin D. Martin, 
Director of Research, Houston Public Schools, in a personal 
conversation. A study made at Evansville, Indiana, in 1936 
showed the median age at graduation from high school to be
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•X 
approximately eighteen years. The minimum ages for initial 
employment were tabulated from the questionnaire by years, 
from sixteen through twenty-five and above. The age classi­
fications were broken down further according to the willing­
ness of employers to hire workers (1) under the age of 
eighteen years; (2) at the age of eighteen years; and (5) 
above the age of eighteen years.
a. Secretarial
Table XVI reveals that sixty per cent of the business­
men expressed a willingness to hire qualified secretarial 
workers at the age of eighteen. Only 26.7 per cent of the 
employers required an age of over eighteen years and 13.3 
per cent stated that they were willing to hire secretarial 
workers under the age of eighteen years. Secretaries and 
stenographers were the only two classifications where any 
sizable number of employers required an age of over eighteen 
years.
b. General Clerical
Table XVII indicates that a total of 118 employers 
or 52.9 per cent expressed a willingness to hire qualified 
general clerical workers at the age of eighteen years. Only
® Job Opportunity Survey, Monograph 33, O£. cit., p. 25.
TABLE XVI
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR INITIAL EMPLOYMENT OF SECRETARIAL WORKERS
Job classification
Minimum age hired
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Secretaries 0 0 0 38 3 12 5 0 2 0 12 34 72
2 Stenographers 0 3 3 38 5 5 4 1 2 0 5 22 63
3 Typists 3 12 15 30 3 3 0 0 0 0 0 6 51
4 Filing clerks 2 13 15 30 0 0 1 2 0 0 0 3 48
5 Transcribing machine 
operators
0 1 1 17 1 2 0 0 0 0 0 3 21
Totals
Per cent
5 29 34
13.3
153
60.0
12 22 10 3 4 0 17 68
26.7
255
100.0
o> 
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TABLE XVII
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OF GENERAL CLERICAL WORKERS
Minimum age hired
Job classification
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Messengers 5 18 23 9 0 0 0 0 0 0 0 0 32
o Office boys and 
girls
4 15 19 8 0 0 0 0 0 0 0 0 27
3 General clerks 0 12 12 29 5 3 0 0 0 0 2 10 51
4 Receptionists 0 3 3 33 2 2 1 0 0 0 7 12 48
5 PBX operators 0 0 0 39 4 12 3 1 1 0 5 26 65
Totals 9 48 57 118 11 17 4 1 1 0 14 48 223
Per cent 25.6 52.9 21.5 100.0
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21.5 per cent of the employers require an age of over 
eighteen years and 25.6 per cent will hire workers under 
the age of eighteen years. Twenty-six employers required 
PBX operators to be over eighteen years of age. Messengers 
and office boys and girls will be hired under the age of 
eighteen.
c. Bookkeepers, Cashiers, and Accountants
Table XVIII shows that 54.0 per cent of the employers 
expressed a willingness to hire bookkeepers, cashiers, and 
accountants at the age of eighteen years. Only 3.7 per cent 
were willing to hire employees under eighteen years of age, 
and 42.3 per cent required beginning workers to be over the 
age of eighteen years. Employers required senior accountants 
and auditors to be over eighteen years of age.
d. Office Machine Operators
According to the Information In Table XIX, 66.7 per 
cent of the employers were willing to hire qualified office 
machine operators at the age of eighteen years. A total 
of twenty-two, or 11.5 per cent of the employers, were 
willing to hire workers under the age of eighteen, and 
21.8 per cent required employees to be over the age of 
eighteen years.
TABLE XVIII
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OF BOOKKEEPERS, CASHIERS, AND ACCOUNTANTS
Job classification
Minimum age hired
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Senior accountants 0 0 0 3 0 0 2 7 8 2 15 34 37
2 Junior accountants 0 0 0 28 0 0 5 0 3 0 3 11 39
3 Auditors 0 0 0 1 0 0 3 2 7 0 15 27 28
4 Audit clerks 0 0 0 20 3 2 4 0 0 0 5 14 34
5 Bookkeepers 0 0 0 45 8 7 5 0 0 0 2 22 67
6 Cashiers 0 5 5 30 5 3 2 0 0 0 3 13 48
7 Payroll clerks 0 5 5 33 3 10 0 0 0 0 6 19 57
8 Billing clerks 0 3 3 28 2 5 0 0 0 0 0 7 38
Totals 0 13 13 188 21 27 21 9 18 2 49 147 348
Per cent 3.7 54.0 42.3 100.0
O) 
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TABLE XIX
o>
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OF OFFICE MACHINE OPERATORS
Job classification
Minimum age hired
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Bookkeeping mach. opr . 0 0 0 28 3 1 5 0 0 0 0 9 37
2 Calculating mach. opr . 0 8 8 20 4 3 4 0 0 0 0 11 39
3 Billing mach. opr. 0 0 0 15 2 0 3 0 0 0 0 5 20
4 Duplicating mach. opr . 0 0 0 15 0 0 0 0 0 0 2 2 17
5 Posting mach. opr. 0 3 3 13 0 0 0 0 0 0 0 0 16
6 Adding mach. opr. 0 4 4 9 0 0 0 0 0 0 0 0 13
7 Addressing mach. opr. 0 7 7 13 0 0 0 0 0 0 0 0 20
8 Key-punch mach. opr. 0 0 0 10 2 1 3 0 1 0 1 8 18
9 Tabulating mach. opr. 0 0 0 5 2 3 1 0 0 0 1 7 12
Totals 0 22 22 128 13 8 16 0 1 0 4 42 192
Per cent 11.5 66.7 21.8 100.0
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e. Administrators and Executives
Table XX shows that 96.5 per cent of the employers 
required administrators and executives to be over eighteen 
years of age. Only 3.5 per cent of the employers were willing 
to hire employees at the age of eighteen years, and no 
employers expressed a willingness to hire administrators 
and executives under eighteen years of age. The minimum 
age requirements tend to eliminate high school graduates 
from going directly Into administrative and executive 
positions.
f. Transportation and Storage (Clerical)
High school graduates have a good chance of going directly 
Into transportation and storage Jobs as far as the age re­
quirements are concerned. Table XXI reveals that 68.7 per 
cent of the business firms expressed a willingness to hire 
employees at eighteen years of age. Only 12.1 per cent of 
the employers required an age of over eighteen, and 19.2 
per cent were willing to hire workers under eighteen years 
of age.
Table XXII indicates that 48.4 per cent of the employers 
expressed a willingness to hire employees for all office 
positions at the age of eighteen years. The majority of 
the employers were willing to hire administrators and
TABLE XX
TEE NUMBER AND THE PER CENT OP EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OP ADMINISTRATORS AND EXECUTIVES
Job classification
Minimum age hired
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 General managers 0 0 0 0 0 0 a 0 5 1 52 58 58
2 Personnel managers 0 0 0 1 0 0 3 0 4 0 32 39 40
3 Office managers 0 0 0 3 0 0 3 1 11 0 28 43 46
4 Credit managers 0 0 0 0 0 0 0 0 2 3 27 32 32
5 Statisticians 0 0 0 0 0 0 0 0 0 0 4 4 4
6 Department managers 0 0 0 5 0 2 0 3 6 0 23 34 39
7 Traffic managers 0 0 0 0 0 0 0 0 0 0 8 8 8
8 Comptrollers 0 0 0 0 0 0 0 0 3 1 19 23 23
9 Claim adjusters 0 0 0 0 0 0 0 0 2 1 7 10 10
Totals 0 0 0 9 0 2 6 4 33 6 200 251 260
Per cent 0.0 3.5 96.5 100.0
o> 
a>
TABLE XXI
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OF TRANSPORTATION AND STORAGE (CLERICAL) WORKERS
Minimum age hired
Job ciassincation Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total16 17
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Shipping and deliv­
ery clerks
0 5 5 30 4 0 0 0 0 1 3 8 43
2 Invoice clerks 0 5 5 25 0 0 0 0 0 0 3 3 33
3 Receiving clerks 0 3 3 27 0 0 0 0 0 0 0 0 30
4 Stock clerks 0 12 12 28 0 3 1 0 0 0 4 8 48
5 Mall clerks 0 10 10 15 1 2 0 0 0 0 0 3 28
Totals
Per cent
0 35 35
19.2
125
68.7
5 5 1 0 0 1 10 22
12.1
182
100.0
TABLE XXII
THE NUMBER AND THE PER CENT OF EMPLOYERS WHO EXPRESSED MINIMUM AGE REQUIREMENTS 
FOR THE INITIAL EMPLOYMENT OF ALL OFFICE WORKERS
Job classification
Minimum age hired
16 17
Total 
under 
age 18
Total 
at 
age 18
19 20 21 22 23 24
25 
or 
above
Total 
over 
age 18
Total
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Bookkeepers, cashiers 
and accountants
» 0 13 13 188 21 27 21 9 18 2 49 147 348
2 General clerical 9 48 57 118 9 20 3 110 14 48 223
3 Secretarial 5 29 34 153 11 23 10 2 5 0 17 68 255
4 Office machine 
operators
0 22 22 128 14 7 16 0 10 4 42 192
5 Transportation and storage (clerical) 0 35 35 125 5 5 1 0 0 1 10 22 182
6 Administrators and executives
0 0 0 9 0 2 6 4 33 6 200 251 260
Totals
Per cent
14 147 161
11.0
721
49.4
60 84 57 16 58 9 294 578
39.6
1460
100.0
<7> 
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executives at an age above eighteen years. A number of 
firms expressed a willingness to hire messengers, office 
boys and girls, and clerks at the age of eighteen.
Table XXIII Indicates that a majority of employers 
were willing to hire office workers at the age of eighteen 
for all job classifications except administrators and 
executives. The evidence shows that 68.7 per cent of the 
businessmen were willing to hire workers for transportation 
and storage positions. A total of 66.7 per cent of the 
employers expressed a willingness to hire office machine 
operators at the age of eighteen, and 60.0 per cent were 
willing to employ secretarial workers at the age of eighteen 
years.
5. Beginning Salaries
A knowledge of beginning salaries Is Important to any 
counselor of high school students. Students preparing for 
vocations are Interested In the pay that they can expect to 
receive from employment. It should be the duty of every 
community to make a survey to determine beginning salary 
trends.
In tabulating the Information from the questionnaire, 
beginning salaries were divided Into ten salary groups, 
ranging from $20 weekly to $65 and over a week. The salary 
ranges Included all minimum salaries for job classifications 
listed on the questionnaire.
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TABLE XXIII
TBE PER CENT OF EMPLOYERS WHO EXPRESSED A WILLINGNESS TO 
HIRE OFFICE WORKERS AT THE AGE OF EIGHTEEN YEARS
Job classification Per cent
1 2
1 Bookkeepers, cashiers, and 
accountants
54.0
2 General clerical 52.9
3 Secretarial 60.0
4 Office machine operators 66.7
5 Transportation and storage (clerical) 68.7
6 Administrators and executives 3.5
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a • Secretarial
Table XXIV shows the most frequent salary range for 
secretarial workers to be $35-$39. Replies from 27.3 per 
cent of the employers Indicated their willingness to pay a 
beginning salary of from $35 to $39 weekly. The median 
salary for secretarial workers was $37 a week. Secretaries 
demanded the highest weekly salaries, while filing clerks 
and typists fell Into the lower salary groups,
b. General Clerical
The most frequent salary range for general clerical 
workers was $30-$34; Table XXV shows a total of seventy-seven 
employer responses within that range. The median salary 
was $34 weekly. Receptionists and PBX operators received 
the highest weekly salaries, while messengers and office 
boys and girls were In the lower salary ranges.
c. Bookkeepers, Cashiers, and Accountants
According to the Information in Table XXVI, the most 
frequent weekly salary range was $65 and over. The evidence 
Indicates a number of good paying Jobs In this classification. 
The median salary for all Jobs was $42 a week. Senior 
accountants and auditors were listed in the higher salary 
ranges. Bookkeepers, cashiers, and clerks fell in the 
medium salary ranges.
TABLE XXIV
MINIMUM WEEKLY SALARY RANGES FOR INITIAL EMPLOYMENT OF SECRETARIAL WORKERS
Mode salary $37 .00
Median salary $37.00
Minimum weekly salary ranges
Job classification $20- $25- 
24 29
$30- 
34
$35- 
39
$40- 
44
$45- 
49
$50- 
54
$55- 
59
$60- 
64
$65 
and 
over
Total
1 2 3 4 5 6 7 8 9 10 11 12
1 Secretaries 2 0 15 7 16 7 19 2 4 0 72
2 Stenographers 3 3 4 20 19 11 0 0 0 0 60
3 Typists 7 11 11 18 8 0 2 0 0 0 57
4 Filing clerks 0 16 23 15 0 2 0 0 0 0 56
5 Transcribing machine 
operators
0 0 1 12 4 2 0 0 0 0 19
Totals 12 30 54 72 47 22 21 2 4 0 264
Per cent 4.5 11.4 20.4 27.3 17.8 8.3 8.0 0.8 1.5 0.0 100.0
to
TABLE XXV
MINIMUM WEEKLY SALARY RANGES FOR INITIAL EMPLOYMENT OF GENERAL CLERICAL WORKERS
Minimum weekly salary ranges
Job classification $20- 
24
$25- 
29
$30- $35- $40- $45- $50-
54
$55- 
59
$60- 
64
$65 
and
over
Total34 39 44 49
1 2 3 4 5 6 7 8 9 10 11 12
1 Messengers 0 20 20 7 0 0 0 0 0 0 47
2 Office boys and girls 5 12 8 4 0 0 0 0 0 0 29
3 General clerks 3 7 21 10 3 7 0 0 0 0 51
4 Receptionists 0 0 15 20 11 8 0 0 0 0 54
5 PBX operators 0 6 13 25 14 3 2 0 0 0 63
Totals 8 45 77 66 28 18 2 0 0 0 244
Per cent 3.3 18.4 31.5 27.0 11.6 7.4 0.8 0.0 0.0 0.0 100.0
Mode salary &32.00
Median salary $34.00
TABLE XXVI
MINIMUM WEEKLY SALARY RANGES FOR INITIAL El^PLOYMENT OF BOOKKEEPERS, CASHIERS, AND 
ACCOUNTANTS
Minimum weekly salary ranges
Job classification $20- 
24
$25- 
29
$30-
34
$35- 
39
$40-
44
$45- 
49
$50-
54
$55- 
59
$60- $65
64 and 
over
Total
1 2 3 4 5 6 7 8 9 10 11 12
1 Senior accountants 0 0 0 0 0 0 0 3 7 28 38
2 Junior accountants 0 7 0 0 12 0 13 0 0 9 41
3 Auditors 0 0 0 0 0 0 0 2 6 24 32
4 Audit clerks 3 0 0 9 4 7 8 3 2 0 36
5 Bookkeepers 2 0 28 7 12 11 4 0 0 0 64
6 Cashiers 4 4 8 12 4 3 0 0 3 0 38
7 Payroll clerks 0 3 10 20 5 3 6 0 1 0 48
8 Billing clerks 3 4 7 12 3 4 0 0 0 0 33
Totals 12 18 53 60 40 28 31 8 19 61 330
Per cent 3.6 5.5 16.1 18.2 12.1 8.5 9.4 2.4 5.8 18.4 100.0
Mode salary 665.00
Median salary $42.00
and over
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d. Office Machine Operators
Table XXVII reveals that 29.6 per cent of the employers 
expressed willingness to pay a weekly salary of from $35 to 
$39. The next most frequent salary range was $40 to $44. The 
median salary for all office machine operators was $38 a 
week.
e. Administrators and Executives
The evidence indicated the weekly salary ranges to be 
relatively high for administrators and executives. Table 
XXVIII shows the most frequent salary range to be $65 and 
over. The median salary was $64. General managers received 
the highest salaries and department managers ranked lowest 
in weekly salaries.
f. Transportation and Storage (Clerical)
Table XXIX shows the most frequent salary range for 
transportation and storage employees to be $35-$39. The 
median weekly salary was $33 a week.
Table XXX reveals that the most frequent salary range 
for all office occupations was from $35 to $39. The median 
weekly salary for all office occupations was $38 a week.
Table XXXI shows the beginning median salary of admin­
istrators and executives to be greater than the median 
salary of any office occupational classification. Bookkeepers,
TABLE XXVII
MINIMJM WEEKLY SALARY RANGES FOR INITIAL EMPLOYMENT OF OFFICE MACHINE OPERATORS
Job classification
Minimum weekly salary ranges
$20- 
24
$25- $30- $35- 
39
$40- 
44
$45- 
49
$50- 
54
$55- 
59
$60- 
64
$65 
and 
over
Total29 34
1 2 3 4 5 6 7 8 9 10 11 12
1 Bookkeeping mach. opr. 0 0 7 8 16 4 1 0 2 0 38
2 Calculating mach. opr. 0 0 15 4 19 7 0 0 0 0 45
3 Billing machine opr. 0 4 4 12 4 0 0 3 0 0 27
4 Duplicating mach. opr. 0 3 7 11 0 0 0 0 0 0 21
5 Posting machine opr. 0 0 3 7 4 0 0 0 0 0 14
6 Adding machine opr. 0 3 5 6 0 0 0 0 0 0 14
7 Addressing mach. op. 0 6 11 8 0 0 0 0 0 0 25
8 Key-punch mach. opr. 0 0 0 9 8 0 0 0 3 0 20
9 Tabulating mach. opr. 0 0 0 0 9 3 1 0 2 0 15
Totals 0 16 52 65 60 14 2 3 7 0 219
Per cent 0.0 7.3 23.8 29.6 27.4 6.4 0.9 1.4 3.2 0.0 100.0
Mode salary 
Median salary
137 .00 
$38.00
TABLE XXVIII
Mode salary 
Median salary
$65.00 and over
$64.00
MINIMUM WEEKLY SALARY RANGES FOR INITIAL EMPLOYMENT OF ADMINISTRATORS AND EXECUTIVES
Minimum weekly salary ranges
Job classification $20-
24
$25- 
29
$30-
34
$35- 
39
$40- 
44
$45- 
49
$50- 
54
$55- 
59
$60-
64
$65 
and 
over
Total
1 2 3 4 5 6 7 8 9 10 11 12
1 General managers 0 0 0 0 0 0 0 0 8 20 28
2 Personnel managers 0 0 0 3 0 4 4 0 0 7 18
3 Office managers 0 0 0 0 2 6 3 0 3 16 30
4 Credit managers 0 0 0 0 3 7 0 0 0 4 14
5 Statisticians 0 0 0 0 0 0 0 0 0 4 4
6 Department managers 0 0 0 4 0 8 4 2 2 9 29
7 Traffic managers 0 0 0 0 0 0 0 0 3 4 7
8 Comptrollers 0 0 0 0 0 0 1 0 3 12 16
9 Claim adjusters 0 0 0 0 2 2 0 0 4 0 8
Totals 0 0 0 7 7 27 12 2 23 76 154
Per cent 0.0 0.0 0.0 4.5 4.5 17.6 7 .8 1.3 15.0 49.3 100.0
TABLE XXIX
MINIMUM WEEKLY SALARY RANGES FOR INITIAL EMPLOYMENT OF TRANSPORTATION AND STORAGE 
(CLERICAL) WORKERS
Mode salary $37.00
Median salary $33.00
Mlnlmxun weekly salary ranges
Job classification $20-
24
$25- 
29
$30- 
34
$35-
39
$40- 
44
$45-
49
$50- 
54
$55- 
59
$60-
64
$65 
and 
over
Total
1 2 3 4 5 6 7 8 9 10 11 12
1 Shipping and delivery 
clerks
7 4 8 9 3 2 3 2 0 0 38
2 Invoice clerks 4 8 8 12 0 0 0 0 0 0 32
3 Receiving clerks 6 5 1 13 0 7 0 0 0 0 32
4 Stock clerks 8 12 3 15 4 2 5 0 0 0 49
5 Mall clerks 7 4 11 4 0 0 0 0 0 0 26
Totals 32 33 31 53 7 11 8 2 0 0 177
Per cent 18.1 18.6 17.5 30.0 4.0 6.2 4.5 1.1 0.0 0.0 100.0
oo
TABLE XXX
KTKIMUM WEEKLY SALARY RANGES FOR INITIAL EKPLOYKENT OF ALL OFFICE WORKERS
Job classification
Minimum weekly salary ranges
$20- $25- $30- $35- $40- $45- 
49
$50- 
54
$55- 
59
$60-
64
$65 
and 
over
Total24 29 34 39 44
1 2 3 4 5 6 7 8 9 10 11 12
1 Bookkeepers, cashiers, 
and accountants
12 18 53 70 40 28 31 8 19 61 340
2 Secretarial 12 30 54 72 47 22 21 2 4 0 264
3 General clerical 8 45 77 66 28 18 2 0 0 0 244
4 Office machine operators 0 16 52 65 60 14 2 3 7 0 219
5 Transportation and 
storage
32 33 31 53 7 11 9 2 0 0 178
6 Administrators and 
executives
0 0 0 7 7 27 12 2 23 76 154
Totals 64 142 267 333 189 120 77 17 53 137 1399
Per cent 4.6 10.2 19 .2 23.8 13.3 8.6 5.5 1.2 3.8 9.8 100.0
Mode salary 
Median salary
$37 .00
$38.00
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TABLE XXXI
MEDIAN SALARIES FOR INITIAL EMPLOYMENT OF ALL OFFICE WORKERS
Job classification Median weekly salary
1 2
1 Bookkeepers, cashiers, and accountants $42.00
2 Secretarial 37.00
3 General clerical 34.00
4 Office machine operators 38.00
5 Transportation and storage 33.00
6 Administrators and executives 64.00
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cashiers, and accountants ranked second with a median weekly 
salary of $42. Office machine operators, secretarial, and 
transportation and storage classifications followed In 
respective order.
6. Educational Requirements for Initial Employment
A knowledge of the educational requirements for any job 
should be Invaluable to school officials and teachers. 
Intrusted with the guidance of high school students. Failure 
to train students for jobs In which they may find employment 
la an Injustice to the student and to business. Every school 
system should make an effort to determine what jobs will be 
filled with high school graduates.
a. Secretarial
A majority of the employers expressed a willingness to 
hire workers with a high school education as Is indicated 
by Table XXXII. More than one-half of the employers re­
quired secretaries to have more than a high school education, 
but typists, filing clerks, and transcribing machine operators 
were hired with a minimum of a high school education. A 
majority of the businessmen were willing to hire stenographers 
with high school training.
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TABLE XXXII
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF 
SECRETARIAL WORKERS
Ele-
Job classification mentary 
school
High 
school
Busi­
ness 
college
College 
or 
university
Total
1 2 3 4 5 6
1 Secretaries 0 31 42 10 83
2 Stenographers 0 46 31 0 77
3 Typists 0 45 30 0 75
4 File clerks 0 42 7 0 49
5 Transcribing machine q 
operators
11 6 0 17
Totals 0 175 116 10 301
Per cent 0.0 58.1 38.6 3.3 100.0
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b« General Clerical
Table XXXIII indicates that 90.5 per cent of the 
employers were willing to hire employees with only a high 
school education. High school graduates should find the 
general clerical field full of opportunities for employment. 
Messenger and office boys and girls were hired by some 
employers with less than a high school education.
c. Bookkeepers, Cashiers, and Accountants
A bare majority of the employers expressed a willingness 
to hire bookkeepers, cashiers, and accountants with a minimum 
of a high school education. Table XXXIV shows that 38.3 
per cent of the employers required a business college edu­
cation, and 9.9 per cent of the businessmen required a 
college education for employment in bookkeeping and account­
ing positions. Senior accountants and auditors were required 
to have additional training above a high school education.
d. Office Machine Operators
Table XXXV shows that 78.4 per cent of the employers 
were willing to hire office machine operators with only a 
high school education. A total of thirty-five employers 
or 17 .6 per cent required a business college education, and 
1.5 per cent of the employers required a college education.
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TABLE XXXIII
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF GENERAL 
CLERICAL WORKERS
Ele-
Job classification mentary 
school
High 
school
Busi­
ness 
college
College 
or 
university
Total
1 2 3 4 5 6
1 Messengers 7 32 0 0 39
2 Office boys and 
girls 6 15 0 0 21
3 General clerks 0 51 3 0 54
4 Receptionists 0 40 0 3 43
5 PBX operators 2 62 0 0 64
Totals 15 200 3 3 221
Per cent 6.7 90.5 1.4 1.4 100.0
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TABLE XXXIV
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF BOOK­
KEEPERS, CASHIERS, AND ACCOUNTANTS
Ele-
Job classification mentary High school
Busi­
ness 
college
College 
or 
university
Total
school
1 2 3 4 5 6
1 Senior accountants 0 3 14 18 35
2 Junior accountants 0 17 17 0 34
3 Auditors 0 6 10 14 30
4 Audit clerks 0 21 20 0 41
5 Bookkeepers 0 35 26 4 65
6 Cashiers 0 38 10 0 48
7 Payroll clerks 0 42 25 0 67
8 Billing clerks 0 26 16 0 42
Totals 0 188 138 36 362
Per cent 0.0 51.8 38.3 9.9 100.0
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TABLE XXXV
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF OFFICE 
MACHINE OPERATORS
Job classification n
i
Ele- 
lentary 
school
High 
school
Busi­
ness 
college
College 
or 
university
Total
1 2 3 4 5 6
1 Bookkeeping mach. opr. 0 21 10 0 31
2 Calculating mach. op?. 0 24 15 3 42
3 Billing mach. opr. 0 17 3 0 20
4 Duplicating mach.op*. 3 24 0 0 27
5 Posting mach. opr. 0 11 0 0 11
6 Adding mach. opr. 0 12 0 0 12
7 Addressing mach. op*. 2 23 0 0 25
8 Keypunch mach. opr. 0 13 4 0 17
9 Tabulating mach. opr. 0 11 3 0 14
Totals 5 156 35 3 199
Per cent 2.5 78.4 17.6 1.5 100.0
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e. Administrators and Executives
The evidence shows that employers require training 
above the high school for a majority of the administrative 
and executive positions. Table XXXVI reveals that 64.3 
per cent of the employers required a college education. 
Only 30.4 per cent of the employers were willing to hire 
workers with only a high school education. Some firms were 
willing to hire department managers with.a minimum of a 
high school education.
f. Transportation and Storage (Clerical)
Table XXXVII shows that 91.7 per cent of the employers 
were willing to hire transportation and storage workers 
with a minimum of a high school education. None of the 
employers required a college education, and 3.9 per cent 
of the businessmen" were willing to hire workers with less 
than a high school education.
A majority of the employers expressed a willingness 
to hire workers for all office occupations at the high 
school graduation level. Table XXXVIII reveals that 63.1 
per cent of the employers required only a high ischool edu­
cation. Administrators and executives, and bookkeepers and 
accountants required additional training above the high 
school level. A majority of the employers were willing to 
hire employees in the other office classifications with a 
minimum of a high school education.
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TABLE XXXVI
EDUCATIONAL REQUIREraTS FOR INITIAL EMPLOYMENT OF 
ADMINISTRATORS AND EXECUTIVES
Ele- TT4 ^1* Busi- College
Job classification mentary High. ness or Total
school school college university
1 2 3 4 5 6
1 General managers 0 11 0 48 59
2 Personnel managers 0 6 3 33 42
3 Office managers 0 9 2 36 47
4 Credit managers 0 12 0 19 31
5 Statisticians 0 0 1 3 4
6 Department managers 0 28 0 11 39
7 Traffic managers 0 5 3 0 8
8 Comptrollers 0 0 5 18 23
9 Claim adjusters 0 8 0 0 8
Totals 0 79 14 168 261
Per cent 0.0 30.4 5.3 64.3 100.0
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TABLE XXXVII
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF TRANS­
PORTATION AND STORAGE (CLERICAL) WORKERS
Ele-
Job classification mentary 
school
High 
school
Busi­
ness 
college
College 
or 
university
Total
1 2 3 4 5 6
Shipping and de­
livery clerks
0 39 3 0 42
2 Invoice clerks 0 31 3 0 34
3 Receiving clerks 0 32 0 0 32
4 Stock clerks 4 40 2 0 46
5 Mall clerks 3 23 0 0 26
Totals 7 165 8 0 180
Per cent 3.9 91.7 4.4 0.0 100.0
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TABLE XXXVIII
EDUCATIONAL REQUIREMENTS FOR INITIAL EMPLOYMENT OF ALL OFFICE 
WORKERS
Ele-
Job classification mentary 
school
High 
school
Busi­
ness 
college
College 
or 
university
Total
1 2 3 4 5 6
! Bookkeepers, cashiers,
A and accountants 0 188 138 36 362
2 Secretarial 0 175 116 10 301
3 General clerical 15 200 3 3 221
. Office machine
* operators 5 156 35 3 199
5 Transportation and 
° storage 7 165 8 0 180
g Administrators and 
executives
0 79 14 168 261
Totals 27 963 314 220 1524
Per cent 1.8 63.1 20.6 14.5 100.0
91
According to the Information in Table XXXIX, 91.7 per 
cent of the businessmen were willing to employ clerical 
workers in transportation and storage fields with a minimum 
of a high school education. A total of 90.5 per cent of 
the employers were willing to hire general clerical workers 
with only a high school education. Seventy-eight per cent 
of the businessmen expressed a willingness to employ office 
machine operators with a minimum of a high school education. 
Only 30.4 per cent of the employers were willing to hire 
administrators and executives with a minimum of a high 
school education.
7 • Summary
The evidence shows that secretarial positions led all 
office job classifications in the number of workers employed.
Female workers outnumbered male employees by a ratio of 
about three to one.
The estimated job turnover was 26.2 per cent for all 
office occupations.
Employers expressed a willingness to hire office workers 
at the age of eighteen years.
The median salary was $38 a week for all office occupations. 
A majority of the businessmen were willing to hire office 
employees with a minimum of a high school education.
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TABLE XXXIX
THE PER CENT OF EMPLOYERS WHO EXPRESSED A WILLINGNESS TO HIRE 
OFFICE WORKERS WITH A MINIMUM OF A HIGH SCHOOL EDUCATION
Job classification Per cent
1 2
1 Bookkeepers, cashiers, and 
accountants
51.8
2 General clerical 90.5
3 Secretarial 58.1
4 Office machine operators 78.4
5 Transportation and storage 
(clerical)
91.7
6 Administrators and executives 30.4
CHAPTER IV
OFFICE MACHINES AND APPLIANCES
1. Introduction
The preceding chapter was concerned with the kinds of 
office positions in Houston, the number of employees in each 
Job classification and the Job requirements for each office 
position. The purpose of this chapter is to show the number 
and makes of office machines used by business firms of the 
city.
Equipment is of the greatest importance in the success­
ful teaching of office training courses. Perhaps the most 
significant factor to be considered in selecting equipment 
is the extent to which the commercial graduates will actually 
use the machines in the offices in which they find employ­
ment. If the graduate is expected to operate an office 
machine, either part-time or full-time on the Job, initial 
cost of equipment, maintenance, supplies, and all other costs 
can be Justified. Meehan has said.
No administrator today disputes the need for 
typewriters in the business education department, 
and if he were aware of the fact that for every 
two typewriters in the average office there is at 
least one office machine, he would not contest the 
need for office machines
James R. Meehan, "The Selection of Equipment for 
Office Practice laboratories," The Balance Sheet, Vol. 28 
(March, 1947), p. 502.
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In an effort to be fair to office machine manufacturers and 
in an effort to cover all phases of machine operation, school 
administrators in the past have tended to buy all makes and 
all models of machines for a given unit.
In this report, it is contended that the high school 
student should learn to operate the machines that he will 
have to operate when he finds employment in the offices 
of the community.
The information obtained from one hundred business firms 
concerning office machines and appliances was divided into 
nine sections as indicated in the questionnaire found in 
Appendix A of this study.
2. Adding Machines
Table XL shows that there were 308 Burroughs adding 
machines used by the one hundred business firms covered by 
this survey. This represented 59.1 per cent of all adding 
machines used by the firms surveyed. The Sundstrand adding 
machine ranked second with a total of 127 machines or 24.4 
per cent of the total number included in this study. Other 
adding machines used were the Allen-Wales machine, the 
Dalton machine, the Victor machine, the Remington-Rand 
machine, the Clary machine, the Corona machine, and the 
Allen machine•
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TABLE XL
TYPES OF ADDINS MACHINES USED BY ONE HUNDRED BUSINESS FIRMS
OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Burroughs 308 59.1
2 Sundstrand 127 24.4
3 Allen-Wales 22 4.2
4 Dalton 17 3.3
5 Victor 14 2.7
6 Remington-Rand 12 2.3
7 Clary 12 2.3
8 Corona 5 0.9
9 Allen 4 0.8
Totals 521 100.0
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Adding machines, sometimes called listing machines, 
are primarily adding and subtracting machines. Multiplication 
can be performed by repeated addition, and division may be 
performed by using a table of reciprocals; neither multi­
plication nor division is a direct machine operation.
The two types of adding machines are the ten-key machine 
and the full-bank machine. The operation of each type of 
machine is an entirely different process. The Sundstrand 
and Remington-Rand are ten-key adding machines, while the 
Burroughs, Monroe, Victor, Allen-Wales, Corona, and Allen 
are full keyboard machines.
3. Calculators
The Comptometer and the Burroughs calculator are known 
as key-driven calculators. The Monroe, the Marchant, and 
the Friden calculators are called the crank-driven machines. 
The Comptometer and Burroughs calculators require a high 
degree of skill for efficient operation, and to be an 
operator of these machines with a degree of competency, one 
must at least be able to add by touch. The Monroe, Marchant, 
and Friden calculators require a lesser degree of skill for 
operation as many office workers operate the machines part- 
time and all that they need is a working knowledge of the 
machine. In addition to the four fundamental operations 
—addition, subtraction, multiplication, and division—the 
operator can cover decimal multiplication and division. 
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percentages and discounts, and the various short cuts that 
lead to greater efficiency in the operation of the machine.
Table XLI reveals that a total of 360 Comptometers 
were used in the one hundred business firms Included in this 
survey. This represented 49.3 per cent of all calculators 
reported. The Burroughs calculator ranked second with 21.5 
per cent of all calculators used. The Monroe calculator 
was third with 15.6 per cent of the total number of cal­
culators found in the survey. It is evident that business­
men prefer the key-driven calculator to the crank-driven 
machine.
4. Bookkeeping Machines
2
According to Meehan, all bookkeeping and billing 
machines are operated at the professional level. There is 
no value in an acquaintanceship or a working knowledge of a 
bookkeeping or billing machine. He further states that 
Instruction should not be attempted unless the instructor 
is fairly certain that the student will find employment in 
the community on the exact make and model taught in the 
school.® Ordinarily a student can attain occupational com­
petency In a single semester of school.
2 Ibid., p. 304.
® Loc. cit.
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TABLE XLI
TYPES OF CALCULATORS USED BY ONE HUNDRED BUSINESS FIRMS OF 
HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Comptometer 360 49.3
2 Burroughs 157 21.5
3 Monroe 114 15.6
4 Marchant 75 10.3
5 Friden 23 3.3
Totals 729 100.0
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Table XLII Indicates that three bookkeeping machines 
ranked very close together with respect to the number In use 
In the one hundred business firms covered by this survey. 
The National bookkeeping machine was first with 29.3 per 
cent of all of the machines reported. The Elliot-Fisher 
machine ranked second with 26.2 per cent, and the Burroughs 
bank posting machine was third with 25.8 per cent of all 
bookkeeping machines reported. There were twenty Burroughs 
commercial posting machines In use.
5. Transcribing Machines
In the last few years at least two new types of record­
ing machines have been Introduced—the Soundscriber, a 
machine that records on flat discs of varying sizes, and a 
wire recording machine. Neither of these machines has 
been used extensively In business nor In the classroom. 
The Dictaphones and Ediphones are still the leaders In the 
business field.
Table XLIII shows that 57.3 per cent of the transcrib­
ing machines used by one hundred business firms were Edlphones 
The Dictaphone ranked second with 37.1 per cent of all 
transcribing machines reported.
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TABLE XLII
TYPES OF BOOKKEEPING MACHINES USED BY ONE HUNDRED BUSINESS 
FIRMS OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Elliot-Fisher 59 26.2
2 Burroughs bank posting 58 25.8
3 Underwood 8 3.6
4 Remington 5 2.2
5 Burroughs commercial posting 20 8.9
6 Moon-Hopkins 9 4.0
7 National 66 29.3
Totals 225 100.0
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TABLE XLIII
TYPES OF TRANSCRIBING MACHINES USED BY ONE HUNDRED BUSINESS 
FIRMS OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Dictaphone 46 37.1
2 Ediphone 71 57.3
3 Wire recorder 2 1.6
4 Soundscriber 4 3.2
5 Ediphone-Shaver 1 0.8
Totals 124 100.0
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6« Cash Registers
According to the evidence in Table XLIV, 85.0 per cent 
of the cash registers used by firms included in this survey 
were National machines. There were 138 Burroughs cash 
registers in use, which represented 13.2 per cent of all 
cash registers reported. There were sixteen Remington cash 
registers in use, and three McCoskey machines were listed.
7. Typewriters
Table XLV reveals that 35.1 per cent of the typewriters 
used by the one hundred business firms are Underwood machines. 
The L. C. Smith typewriter ranked second with 17.1 per cent, 
followed by the Remington typewriter with 16.1 per cent, 
smd the Royal typewriter with 12.5 per cent. The Electro- 
matic typewriter, an electrically operated machine, was 
used by a number of firms. There were forty-eight noise­
less typewriters being used in the offices of the one hundred 
business firms. The Woodstock, Corona, and Vari-type machines 
were reported in small numbers.
The Electromatlc typewriter is recommended for use in 
offices where the cutting of stencils is required. The 
electrically operated machine insures an even stroke for 
each character.
The Vari-type machine, a relatively new machine on the 
market, is different from the standard typewriter in that
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TABLE XLIV
TYPES OF CASH REGISTERS USED BY ONE HUNDRED BUSINESS FIRMS 
OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 National 891 85.0
2 Burroughs 138 13.2
3 Remington 16 1.5
4 McCoskey 3 0.3
Totals 1048 100.0
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TABLE XLV
TYPES OF TYPEWRITERS USED BY ONE HUNDRED BUSINESS FIRMS OF 
HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Underwood 464 35.1
2 L. C. Smith 226 17.1
3 Remington 213 16.1
4 Royal 165 12.5
5 Woodstock 12 0.8
6 Corona 11 0.8
7 Electromatlc 180 13.7
8 Noiseless 48 3.7
9 Vari-type 3 0.2
Totals 1322 100.0
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different sizes of type may be used from the same machine. 
Special training Is required for the operation of this 
machine.
8. Duplicating Machines
The findings of this survey agree with a report by 
Meehan^ that the Mimeograph Is the most widely used of all 
duplicators. Table XLVI Indicates that 48.1 per cent of 
the duplicating machines used by the one hundred business 
firms were Mimeographs. The Multigraph ranked second with 
14.9 per cent, and the Ditto (gelatin) was third with 13.5 
per cent. The Standard and the Ditto (liquid), both fluid 
duplicators, ranked fourth and fifth respectively.
The Mimeograph Is usually used for long run work, and 
the fluid duplicator, because of the ease with which master 
copies can be prepared and reproduced. Is used for short run 
work. The Multigraph may be used when an extremely large 
number of copies are needed.
9. Key-punch Machines
There were two types of key-punch machines used by the 
business firms of Houston, Texas. Table XLVII reveals that 
the IBM (international Business Machine) ranked first with
4 Ibid., p. 304.
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TABLE XLVI
TYPES OF IMPLICATING MACHINES USED BY ONE HUNDRED BUSINESS 
FIRMS 0F HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Mimeograph 39 48.1
2 Multigraph 12 14.9
3 Mlmeoscope* 2 2.5
4 Ditto (gelatin) 11 13.5
5 Ditto (liquid) 7 8.6
6 Standard 8 9.9
7 Niagara 2 2.5
Totals 81 100.0
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TABLE XLVII
TYPES OF KEY-PUNCH MACHINES USED BY ONE HUNDRED BUSINESS 
FIRMS OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
n International business
■*'  machine (IBM) 30 83.3
2 Remington Rand 6 16.7
Totals 36 100.0
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a total of thirty machines or 83.3 per cent of the total 
key-punch machines reported. There were six Remington-Rand 
machines in use. The IBM is manufactured by the International 
Business Machine Company and is leased to local business 
firms. The Remington-Rand machines may be leased or purchased 
Three basic types of keyboards are used on all key-punch 
machines—numeric, alphabetic, and a punch equipped with 
both numeric and alphabetic keyboards. Operators are either 
trained by the manufacturer, distributor, or the local 
business firm.
10. Miscellaneous Office Machines
Table XLVIII indicates that a variety of office machines 
and appliances are used in business offices of Houston, Texas. 
There were forty addressographs and forty switchboards re­
ported as being used by businessmen. A total of thirty- 
eight Todd check protectors were in use. Other miscellaneous 
equipment included the Elliot addressing machine, folding 
machine, speedograph, coin-counting machine, check signer, 
check endorser, envelope sealing and stamping machine, NCR 
analysis machine, and Belknap addressing machine.
11. Summary
It is evident that more Burroughs adding machines were 
being used in local business offices than any other make.
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TABLE XLVIII
TYPES OF MISCELLANEOUS MACHINES USED BY ONE HUNDRED BUSINESS
FIRMS OF HOUSTON, TEXAS, 1948
Type of machine Number Per cent
1 2 3
1 Addreasograph 40 25.8
2 Todd check protector 38 24.5
3 Elliot addressing machine 7 4.5
4 Belknap addressing machine 1 0.6
5 Folding machine 8 5.3
6 Speedograph 2 1.3
7 Switchboard 40 25.8
8 Coin counting machine 6 3.9
9 Check signer 4 2.6
jq Envelope sealing and stamp­
ing machine 3
1.8
11 N. C. R. analysis machine 2 1.3
Totals 155 100.0
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The key-driven calculators were more numerous than the 
crank-driven machines. The National, Elliot-Fisher, and 
Underwood bookkeeping machines were the ranking machines 
in that field. The Ediphone and Dictaphone were still the 
leading transcribing machines. The National cash register 
was easily the leading machine numerically. The four leading 
typewriters were Underwood, L. C. Smith, Remington, and 
Royal, The Electromatlc typewriter was being used by a 
number of business firms. The Mimeograph was still the 
leading duplicating machine. The IBM outnumbered the 
Remington-Rand machine. A variety of office equipment and 
appliances were used in local business offices; such 
appliances include addressographs, switchboards, check 
protectors, coin-counting machines, check signers, check 
endorsers, folding machines, stamping machines, and 
analysis machines.
CHAPTER V
BUSIK2SSMEN»S APPRAISAL OF PRESENT HIGH SCHOOL BUSINESS 
TRAINING IN HOUSTON, TEXAS
1. Introduction
The purpose of this chapter is to present the business­
man’s view of the high school business training of Houston, 
Texas. Part III and Part IV of the questionnaire gave the 
businessman an opportunity to appraise the present business 
training along the lines of strengths and weaknesses of 
personal trait training; strengths and weaknesses of vocational 
skill training; business courses that should be offered; 
objectives of business education; and cooperative part-time 
training. Businessmen were also asked to comment on what 
they liked about the present high school business training, 
and what they disliked about the business training, with 
suggestions for improving the program. The information 
from the questionnaire supplied the material for this chapter.
2. Personal Traits
Brogan^ found from his study at Emporia, Kansas, that 
the chief weaknesses of employees were in the personal
Hugh Brogan, Adjusting the Business Curriculum of 
Emporia High School, Emporia, Kansas, to the Veed's' of The 
Community, p. 59.
-Ill-
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behavior of the worker and not In the technical preparation. 
This contention was supported by a study made by Bates In 
1946. The results of her study Indicated that:
Of the various work habits and character traits 
that need correcting In office workers, the „ 
character traits far outnumber the work traits.
In order to appraise the trait training received in the 
high schools of Houston, Texas, a list of twenty personal 
traits were selected for use In the questionnaire. The 
traits were selected from a list used by Charters and 
Whitley^ In a study made In 1929. Businessmen were asked 
to check five personal traits that are apparently lacked 
by high school graduates who seek employment, and five traits 
that sure possessed by high school graduates who seek employ­
ment .
Table XLIX shows that "accuracy” was apparently lacking 
In the work of high school graduates. "Efficiency" ranked 
second In frequency among the traits lacked by graduates. 
The high ranking position of "judgment" on the list Indicated 
that the high schools are falling to teach the students to 
think for themselves. Graduates are apparently unable to 
adjust to new situations as Is Indicated by a position of 
fourth on the list for "adaptability." The very necessary 
o
Gertrude A. Bates, oja. clt.. p. 190. 
•x
W. W. Charter and I. B. Whitley, Analysis of Secretarial 
Duties and Traits, p. 175.
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TABLE XLIX
PERSONAL TRAITS LACKED BY HIGH SCHOOL GRADUATES AS REPORTED 
BY BUSINESSMEN OF HOUSTON, TEXAS, 1948
Trait Frequency Rank
1 2 3
1 Accuracy 45 1
2 Efficiency 39 2
3 Judgment 36 3
4 Adaptability 33 4
5 Promptness 30 5
6 Tact 28 6
7 Neatness 27 7
8 Initiative 26 8
9 Concentration 24 9
10 Dependability 20 10
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trait of ’’promptness” ranked fifth among the traits lacked 
by high school graduates. Tact, neatness. Initiative, con­
centration, and dependability were the other personal traits 
lacked by high school graduates.
Table L Indicates that high school graduates have re­
ceived some desirable trait training. The majority of business­
men stated that graduates possessed the very desirable trait 
of honesty. Graduates were loyal to the employer as la 
Indicated by a second rank on the list of traits possessed 
by graduates. Beginning workers apparently knew how to get 
along with other employees as was shown by the high rank of 
”good personality" and courtesy. A majority of businessmen 
stated that graduates had the necessary confidence In them­
selves to succeed In business. Other desirable traits found 
In high school graduates were: cooperation, ambition, poise, 
sincerity, and correct speech.
3. Vocational Skills
Among the conclusions drawn from the Evansville survey 
was the following:
The vocational or skill-building subjects In 
business education still have an Important place 
In the high school program.4
Job Opportunity Survey, Monograph 33, op. clt., 
p. 15.
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TABLE L
PERSONAL TRAITS POSSESSED BY HIGH SCHOOL GRADUATES AS 
REPORTED BY BUSINESSMEN OP HOUSTON, TEXAS, 1948
Trait Frequency Rank
1 2 3
1 Honesty 60 1
2 Loyalty 41 2
3 Good personality 36 3|
4 Courtesy 36 3i
5 Self confidence 35 5
6 Cooperation 31 6
7 Ambition 27 7
8 Poise 21 8i
9 Sincerity 21 8i
10 Correct speech 20 10
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Many writers in the commercial field believe that the skill 
subjects still form the "backbone” of the commercial program. 
Since it is evident that the skill subjects are essential 
to any successful program, they must not be neglected at 
the expense of too many general courses. In this study, an 
attempt was made to determine what skills were being success­
fully taught in the high schools, and what deficiencies 
were noted by businessmen who hired high school graduates.
Table LI reveals that the majority of businessmen 
were satisfied with the typewriting training that the high 
school students were receiving. Shorthand was apparently 
being well taught in the local high schools as was indicated 
by a rank of second on the list. Training in written English, 
dictation, and transcribing received favorable comment from 
numerous business people.
The chief weaknesses of the skill training are revealed 
in Table LII. Arithmetic, spelling, penmanship, business 
machines, and business letters constituted the chief weak­
nesses of the present business training. Some of the 
deficiencies were not new. A study made as early as 1915 
in Rochester, New York, found that employers were critical 
of the lack of knowledge and ability of their employees In 
arithmetic, penmanship, English, and spelling.®
5 R. G. Walters, og. clt., p. 18.
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TABLE LI
VOCATIONAL SKILLS IN WHICH HIGH SCHOOL GRADUATES EXCEL AS 
REPORTED BY BUSINESS1EN OF HOUSTON, TEXAS, 1948
Skill Frequency Rank
1 2 3
1 Typewriting 70 1
2 Shorthand 45 2
3 Written English 39 3
4 Dictation 36 4
5 Transcribing 33 5
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TABLE LII
VOCATIONAL SKILLS IN WHICH HIGH SCHOOL GRADUATES ARE WEAK AS 
REPORTED BY BUSUx’ESSl'EN OF HOUSTON, TEXAS, 1948
Skill Frequency Rank
1 2 3
1 Arithmetic 57 1
2 Spelling , 45 2
3 Penmanship 42 3
4 Business letters 38 4
5 Business machines 30 5
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The criticism of the use of business machines was not 
a complaint against graduates trained in the use of machines 
but more generally a criticism for the lack of training in 
the use of business machines. The machine training program 
at Sam Houston High School was praised by several employers.
Businessmen were critical of the lack of ability of 
high school graduates to do simple basic problems In arith­
metic. Employers ranked spelling second on the list as a 
deficiency. Pensmanshlp ranked third, and business letters 
fourth.
4. Subjects Which Businessmen Think Should Be Taught To High 
School Students Who Contemplate Going Into Business
Table LIII presents a list of twenty-six business subjects. 
Businessmen checked the courses that they thought all students 
should take who desire to go into business; they then checked 
those courses that they thought only boys should take, and 
the courses that only girls should take. Business arithmetic 
and spelling ranked first In frequency, indicating the 
Importance that businessmen attach to the basic fundamentals. 
Elementary bookkeeping and typewriting ranked high on the 
list. These were followed by general business principles, 
business English, penmanship, business machines, economics, 
and office procedures. Of the ten ranking business subjects, 
only three were not included In the high school program
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TABLE LIU
SUBJECTS WHICH BUSINESSMEN THOUGHT SHOULD BE TAUGHT TO 
STUDENTS WHO CONTEMPLATE GOING INTO BUSINESS
Subject By all Boys Girls
1 2 3 4
1 Business arithmetic 75 1 0
2 Spelling 75 0 7
3 Bookkeeping (elementary) 60 9 2
4 Typewriting 57 0 29
5 General business principles 46 9 0
6 Business English 44 0 25
7 Penmanship 43 0 18
8 Business machines 35 4 16
9 Economics 32 4 0
10 Office procedures 30 8 28
11 Business-letter writing 27 9 31
12 Business psychology 24 5 0
13 Consumership 21 6 0
14 Machine calculation 20 3 10
15 Commercial geography 17 3 0
16 Bookkeeping (advanced) 15 30 0
17 Salesmanship 15 17 0
18 Business law 14 41 0
19 Filing and indexing 14 0 45
20 Retail selling 12 16 0
21 Occupations 10 3 0
22 Business organization 9 24 0
23 Shorthand 3 0 51
24 Machine dictation 3 4 21
25 Advertising 3 12 0
26 Banking 2 13 0
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--spelling, penmanship, and business English. These courses 
no doubt were taught as a part of some other course. Busi­
ness machines, ranking seventh In frequency, was taught at 
Sam Houston High School. The facilities for teaching the 
business machines courses were limited.
It was Interesting to note the type of courses recom­
mended for boys who plan to go Into business, and the courses 
suggested for girls who plan business careers. Businessmen 
thought that boys should take. In addition to the courses 
for all students, business law, advanced bookkeeping, business 
organization, salesmanship, retail selling, banking, and 
advertising. The evidence Indicated that boys should take 
courses to prepare them for accounting positions and manage­
ment positions.
According to the responses of businessmen, girls who 
plan for business careers should take. In addition to courses 
listed for all students, shorthand, filing and Indexing, 
business-letter writing, typewriting, and office procedures. 
There was an Indication that girls should prepare for 
secretarial and stenographic positions as well as for general 
clerical work.
5. Cooperative Part-time Training
Under the distributive education program, subsidized 
by the Federal Government, students work one-half of each 
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day and attend high school for the other one-half of the day. 
The distributive program In the local high schools provides 
only for those students who desire training In the dis­
tributive jobs—selling and related Jobs. The success of 
this program Is Indicated by the fact that twenty-seven of 
the one hundred firms surveyed were using students under the 
distributive plan. Comments from businessmen regarding the 
program were very favorable. Table LIV shows that thirty- 
six of the one hundred firms could use student employees 
under the distributive education plan.
Since the distributive education program gives the 
student an opportunity to get the necessary experience 
at the same time that he Is learning. It was desired to get 
the reaction of businessmen to cooperative part-time training 
In office occupations. Table LIV reveals that forty-two 
of the one hundred firms surveyed are willing to assist In 
a cooperative program to give students an opportunity to 
work part-time while pursuing high school courses In office 
practice. Forty of the business firms expressed a willing­
ness to employ high school students taking stenographic 
courses, and thirty-eight business firms Indicated that they 
would hire part-time students In the field of bookkeeping 
and accounting. Businessmen apparently see In the cooperative 
training plan a means of securing permanent help with 
experience and training.
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TABLE LTV
REACTION OF BUSINESSMEN OF HOUSTON, TEXAS, TO COOPERATIVE 
PART-TIME TRAINING OF HIGH SCHOOL STUDENTS
Question Yes No
2 3
Do you have part-time high school student
1 employees In selling occupations under the g? 73
Distributive Education program of the
Houston Public Schools?
2 Could you use part-time high school 
student employees In selling occupations?
Would you be willing to assist In a co-
3 operative program to give students an 42 58
opportunity to work part-time while taking
office training courses?
Would you be willing to assist In a co-
4 operative program for students taking 40 60
stenographic courses?
Would you be willing to assist In a co-
5 operative program for students taking
bookkeeping courses? 38 62
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6. Businessmen’s Concept of the Objectives of 
Business Education
Employers were asked the following question: "Do you 
think that the high school should prepare the student for
(1) some specific occupation, or (2) give the student a 
general education?" A total of sixty-six employers stated 
that they preferred a student with a broad general education. 
Thirty-four businessmen indicated a preference for specific 
technical training. The evidence shows that a majority of 
employers favor a broad general training over a narrow 
technical training. Several businessmen indicated that 
they desired students with a general education but that 
certain skill subjects should be a part of the general 
training.
7. Comments of Businessmen Concerning Business Training in 
the High Schools
As part of the general Information secured from business­
men, the following questions were asked:
"1. What would you recommend that would improve the 
business training of high school students?"
"2. What do you like about the training that high 
school students are now receiving?"
Typical answers to question number one are as follows:
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(1) “More emphasis on vocational training for students 
who do not Intend to go on to college but rather who Intend 
to enter a trade or profession•“
(2) “More practical education and less theoretical. 
It might be logical for business and education to work 
together for a common end."
(3) "More emphasis on spelling, grammar, and arithmetic 
for all students. Should give vocational training to all 
who do not plan to go to college
(4) "Better ground-work in spelling. The lack of 
ability to spell on the part of high school students employed 
by us Is pathetic. They need a better attitude toward the 
Job."
(5) "Give more business training as a profession."
(6) "Increased emphasis on the fundamentals—penmanship, 
spelling, and simple arithmetic. Emphasize thoroughness and 
accurate Interpretation of a question or transaction before 
taking action on It."
(7) "Inauguration of a business course for upper class 
students who intend to enter business following graduation. 
This course should Include bookkeeping, operation of 
Comptometer, calculator, and adding machine. This would 
give the students the fundamentals and all that would be 
required then would be practice."
(8) "More attention to English, spelling, and penmanship."
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(9) "Required knowledge of the alphabet, thorough 
Inoculation of grammar, neatness In work."
(10) "Add a few more business courses that could be 
continued In college. Business administration stressed as 
to Its Importance."
(11) "Place more emphasis on the fundamentals of arith­
metic. Make this a continuous process rather than one which 
Is neglected after the eighth grade level."
(12) "More cooperative training. Teach the use and 
operation of business machines. Keep students until they are 
eighteen years of age."
(13) "(live more training In office practice and machines 
Extend high school training In order for students to gain 
maturity."
(14) "More students should be guided Into the commercial 
program. We are not able to get all the employees that we 
need now. We have to rely on the high schools to supply
our workers."
(15) "I believe It Is not up to par In Houston In com­
parison to other major school systems throughout the country.
(16) "Some high school graduates are not mature. They 
fall to see the hard work back of the job. We want workers 
who will work and stick to the job. Give more machine train­
ing. We need more office help at present. The high school 
program should be extended so as to Include cultural courses 
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as well as vocational courses. Teach the students the value 
of doing good work In school, since their work on the job 
Is almost directly proportional to the grades made In high 
school."
(17) "The education and training requirements are not 
of too much Importance to us at the present time. We depend 
upon experience and the ability to perform the job."
According to the subjective Information received from 
businessmen. It Is evident that the Houston schools are not 
doing a good job of teaching the fundamentals—spelling, 
arithmetic, English, and penmanship. A number of employers 
are of the opinion that high school graduates are not mature 
enough to assume the responsibility of business. Employers 
would like to see more business-machine training. More 
students should be guided into the commercial program In 
order to supply the needed workers for the business world.
In answer to the second question, that of what do you 
like about the business training that high school students 
are not receiving, the following replies are quoted:
(1) "The ability to talk and meet people Is Impressive. 
The stenographers and typists do very well, considering the 
amount of time spent on these courses."
(2) "Some students have received excellent machine 
training and stenographic training."
(3) "On-the-job training."
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(4) "Continue the skill subjects. We had rather have 
students from —--- high school than business college 
graduates.n
(5) "The cooperative program."
(6) "Students are receptive to instruction and suggestions. 
They have self-confidence."
(7) "Good typing and shorthand training. Most graduates 
have good grammar usage, but do not put their thoughts on 
paper well."
(8) "Most of the high schools are doing a good job 
teaching the skill subjects."
(9) "I am sold on the distributive education program. 
I can’t see why It wouldn’t work In office occupations."
(10) "We want ladles and gentlemen In our offices. They 
must have the ability to get along with others. Your graduates 
appear to be getting good personality training."
(11) "The machine courses at Sam Houston High School 
are good but they are not supplying enough operators."
(12) "If ——- sends me a stenographer, I don’t worry 
about her qualifications. I know she Is good."
From the Information secured from businessmen. It Is 
evident that high schools of Houston are giving good train­
ing In the basic business subjects. Cooperative training 
was praised by employers. Evidently high school students 
are receiving adequate personality training.
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8 • Summary
It is evident that accuracy, efficiency, judgment, 
promptness, and adaptability were the personal traits lacking 
in high school graduates who sought employment. The high 
schools appeared to be doing a good job in developing the 
following traits: honesty, loyalty, good personality, 
courtesy, and self-confidence.
The chief deficiencies in skill training were in 
arithmetic, spelling, penmanship, business machines, and 
business letters. Apparently the high schools were doing 
a good job in teaching the basic business courses—typewriting 
shorthand, dictation, and transcription.
The comments from businessmen indicated that more 
commercial training is needed. The high schools should offer 
more business machine training. Some high school graduates 
are not mature enough to go directly into business jobs. 
More attention should be given to the fundamentals--spelling, 
arithmetic, English, and penmanship. A large number of 
employers were in favor of cooperative part-time training.
CHAPTER VI
THE COMMERCIAL PROGRAM OF THE HOUSTON HIGH SCHOOLS
1. Introduction
In previous chapters evidence was presented concerning 
the employment needs of Houston business firms. The purpose 
of this chapter Is to show the historical development of 
the commercial curriculum, and to present the commercial 
program as It existed In the seven senior high schools of 
Houston, Texas, In 1948.
2. History and Development
The first commercial course taught In the Houston high 
schools was a course In arithmetic. According to the annual 
report of the superintendent In 1892, a course In arithmetic 
was required In the first year of high school.
The Superintendent’s report for 1904-05 showed that a 
course In stenography and typewriting had been added to the 
high school program and was taught In the last two years of 
o 
high school. By this time commercial arithmetic had been 
moved up to the third year of high school.
Annual Report of the Public Schools of the City of 
Houston, 1892-^3, p. 76.
o
61 Annual Report of the Pub 11 c Schools of the Independent 
School district of the City of 'Houston, 19'0T^0S, p. 113.
-130-
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By 1910 a commercial course had been devised for those 
students who desired to go into business positions before 
graduation from high school.® A student was allowed to com­
plete the commercial course in three years and was entitled 
to a certificate at the end of the three year period. 
Stenography and typewriting was permitted as a substitute 
for algebra and geometry in the sophomore year of high 
school. Commercial arithmetic was allowed as a substitute 
for physics, and stenography and typewriting was permitted 
Instead of geometry in the junior year of high school for 
commercial majors. Students desiring a diploma were required 
to take a fourth year of academic high school work.
The Superintendent’s report of 1912-13 showed that 
bookkeeping and business-letter writing had been placed in 
the commercial program, but the main emphasis remained upon 
the development of skills in commercial arithmetic, and in 
stenography and typewriting.^
By 1914 a full year of work had been added to the three 
year commercial course for those students desiring additional 
5 
training in business subjects. General office practice, a 
course for prospective stenographers; general business 
training, which was composed of an introduction to all
3 Ibid.. 1909-10, p. 95.
4 Ibid., 1912-13, p. 69.
5 Ibid.. 1914-15, p. 81.
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phases of business; and coramercial law were placed in the 
senior year of high school.
In 1918 the title of the course in stenography was 
changed to shorthand. The bookkeeping course was increased 
from a one year course to two years. A general course in 
retail selling was organized but it was not listed as a 
g 
part of the commercial program.
Table EV shows the commercial subjects offered in the 
Houston high schools during the school year of 1920-21.
A course in rapid calculating, which stressed the develop­
ment speed and accuracy in using the fundamental skills of 
arithmetic, was Introduced in the first year of high school.
A course in spelling also appeared in the program for the 
first year of high school. Commercial arithmetic was taught 
as a part of the bookkeeping course in the third year of 
high school. Business practice and banking were combined 
with bookkeeping as subjects for the fourth year of high 
school.
By 1937 the commercial program of the Houston senior 
high schools had been expanded to include a one semester 
course in advertising and salesmanship.6 7 These courses 
were later combined to form a one semester course called 
salesmanship, including advertising. Commercial geography
6 Ibid.. 1918-19. p. 134.
7 Houston Board of Education, Program of Study and 
General Regulations, p. 17.
TABLE LV
COraiERCIAL OFFERINGS OF THE HOUSTON PUBLIC HIGH SCHOOLS FOR 1920-1921*
First year Second year Third year Fourth year
1 2 3 4
Business-letter writing
Rapid calculating
Typewriting
Spelling
Shorthand Bookkeeping and Bookkeeping and
Typewriting commercial arithmetic business practice
Shorthand Commercial law
Typewriting Bookkeeping and
banking 
Office practice
♦Course of Study of the Public Schools of the Houston Independent School District, 
Tiouston, Texas, T5‘20-21, p. 186 .
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was taught In the first year of senior high school, but It 
was later transferred to the junior high school, which had 
arisen a result of the separation of the high school Into 
two divisions—senior high school and junior high school. 
An exploratory course In typewriting was offered In the last 
year of junior high school.
The commercial curriculum bulletin of 1947-48 revealed 
courses In business machines, which Included training In the 
operation of the Comptometer, Burroughs calculator, and 
bookkeeping machines; distributive education, part-time 
cooperative training In the selling occupations; and secre­
tarial training which replaced office practice for the
Q 
training of stenographers. The business machine courses 
were taught at Sam Houston High School only, and the 
facilities were adequate for a limited number of students 
each semester. Distributive education was taught at four 
of the senior high schools—John Reagan, San Jacinto, Mllby, 
and Jefferson Davis.
3. Commercial Program In 1948
In 1948 there were three separate commercial plans 
leading to graduation. Table LVI shows three fields in 
which students received vocational business training
Q
Houston Public Schools, Curriculum Bulletin Number 
47CB79, p. 3.
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TABLE LVI
COM.SRCIAL CURRICUUJM OF THE HOUSTON SENIOR HI3H SCHOOLS 
FOR 1947-1948*
♦Houston Public Schools, Curriculum Bulletin Number 47CE79, 
1947-1948, p. 3.
Secretarial Accounting Selling
Subjects Units Subjects Units Subjects Units
English 3 English 3 English 3
Math. ii Math. li Math. ii
Com. Arith. i 8 Com. Arith. i Com. Ar1th. i
So. Stu. 2 So. Stu. 2 So. Stu. 2
Science 1 Science 1 Science 1
Phys. Ed. 2 Phys. Ed. 2 Phys. Ed. 2
Shorthand 2 Bookkeeping 1 — Salesmanship i
Typewriting le Com. Law 1 8 Speech 1
Sec. Tr. 1 Sec. Tr. X 8 Sec. Tr. i
Typewriting 1 Typewriting i
Ind. Arts) Ind. Arts) Ind. Arts)
Home Ec. )
1
Home Ec. )
1
Home Ec. )
i
Music ) Music ) l&islc )
Art ) Art ) Art )
Required I5i Required i4i Required 14
Elective 2i Elective si Elective 4
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—secretarial, accounting, and selling. Students following 
the secretarial sequence were required to take commercial 
arithmetic, shorthand, typewriting, and secretarial training. 
The requirements for the accounting sequence were commercial 
arithmetic, bookkeeping, commercial law, typewriting, and 
secretarial training. The selling sequence required commercial 
arithmetic, salesmanship, secretarial training, and type­
writing.
Table LVII shows the grade placement of commercial 
subjects In the senior high schools of Houston, Texas. 
Commercial arithmetic was taught In the tenth year of high 
school. Students were allowed to begin typewriting and short­
hand In the tenth grade. The commercial subjects open to 
eleventh grade students were bookkeeping, secretarial training, 
shorthand, and typewriting. Commercial law and salesmanship 
were also taught In the second semester of the eleventh year 
of high school. Subjects taught In the twelfth grade Included 
bookkeeping, commercial law, business machines, salesman­
ship, secretarial training, shorthand, and typewriting.
A brief description of each commercial subject taught 
In the senior high schools of Houston, Texas, during the
9 
school year of 1947-48 follows:
Q
y Ibid e. pp. 1-39, passim.
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TABLE LVII
GRADE PIACE’ffiMT OF COM.SRCIAL SUBJECTS IN THE HOUSTON 
SENIOR HIGH SCHOOLS FOR 1947-1948*
♦Handbook for Students, 1937, pp. 11-13.
^Offered at Sam Houston Senior High School only.
Subject
Year of high school
10th 11th 12th
Bookkeeping X X
Commercial arithmetic X
Commercial law X X
Economics X
Office machines# X
Salesmanship X X
Secretarial training X X
Shorthand X X X
Typewriting X X X
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a. Bookkeeping
The bookkeeping course was divided into three semesters 
—bookkeeping I, bookkeeping II, and bookkeeping III. 
Bookkeeping I and II stressed the general principles of 
recordkeeping and double entry bookkeeping and their applica­
tion in personal affairs and in simple types of businesses. 
Bookkeeping III was an advanced course for students who 
intended to use bookkeeping as a vocation.
b. Commercial Arithmetic
This course was concerned with the applications of 
arithmetic to specialized business problems. Commercial 
arithmetic was required of all students following commercial 
sequences. The course was required for all students taking 
bookkeeping and accounting.
c. Commercial Law
Commercial law was a one semester course. It dealt 
with the principles of law as they apply to the rights, 
duties, and obligations of citizens, especially with reference 
to business transactions. Commercial law was taught in the 
eleventh and twelfth grades of high school.
d. Office Machines
The office machine courses were taught at the Sam 
Houston high school only. Students from the other senior
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high schools were allowed to take the courses and have the 
credits transferred to their respective high schools.
Office machines I was set up to train students In the 
use of the key-driven calculators. The Comptometer and the 
Burroughs calculator were used In the course. The office 
machines II course was designed to give students vocational 
training In the use of modern bookkeeping machines. The 
Burroughs bookkeeping machine and the National bookkeeping 
machines were used In this course.
e. Shorthand
The work In shorthand was divided Into four semesters 
of work—shorthand I, shorthand II, shorthand III, and short­
hand IV. Shorthand I and II served as a basis for the 
vocational training of secretarial and stenographic workers. 
Shorthand III and IV were advanced courses essential for 
thorough training In office work.
f. Secretarial Training
The secretarial training course was divided Into two 
semesters. Secretarial training I offered training and 
practical experience In general office work. Business­
letter writing was stressed In this course. Secretarial 
training II was designed for those students desiring ad­
vanced secretarial and stenographic training. Shorthand 
was required for this course.
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g. Salesmanship
This course stressed the general principles of selling 
as applied to the mechanics of making a sale, the attitude 
of the salesman and the clerical work involved In selling. 
Consideration was also given to the consumer aspect of 
salesmanship.
h. Typewriting
Three semesters of typewriting were offered in the 
senior high schools—vocational typewriting I, vocational 
typewriting II, and vocational typewriting III. These courses 
were designed for those students who plan to use typewriting 
as a vocation. The courses stressed the development of 
typing skills as applied to a variety of problems that 
students were likely to encounter in a regular office situa­
tion.
An examination of the business subjects offered in the 
high schools of Houston, Texas, indicated that the commercial 
curriculum is similar to the business programs in comparable 
cities throughout the United States.
4. Enrollment in Commercial Courses
According to the Superintendent’s annual report for 
1909-10, there were nine high school graduates, but no 
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teacher was listed as a commercial teacherIn 1918 a 
total of sixteen commercial graduates was reportedThe 
report of 1921-22 showed a total of eight commercial teachers 
In the Houston high schools.
Table LVIII reveals that in 1948 the enrollment In 
commercial subjects had Increased to a total of 5114 students 
In the seven senior high schools. Typewriting ranked first 
In number of students enrolled with a total of 2431. Short­
hand ranked second with 782 students enrolled, followed by 
commercial arithmetic, bookkeeping, secretarial training, 
commercial law, business machines, and salesmanship in 
respective order.
There were thirty-four commercial teachers In the seven 
senior high schools In 1948.
5. Office Machines in the High School Commercial Departments
Office machines for training purposes were lacking In a 
majority of the high schools. Commercial teachers were 
attempting to teach secretarial training courses with the 
typewriter as the only business machine available. Only 
two of the senior high schools had mimeographs for use In
Annual Report of the Public Schools of the Independent 
School District of the-City of Houston, 16*09-10 , p.101.
11 Ibid.. 1917-18, p. 119.
12 Ibid.. 1921-22. p. 84.
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TABLE LVIII
TEE NUMBER OF STUDENTS ENROLLED IN COMMERCIAL SUBJECTS IN THE 
SENIOR HIGH SCHOOLS OF HOUSTON, TEXAS, 1948*
*Courtesy of Dr. Edwin D. Martin, Director of Research, 
Houston Public Schools.
Subject Number enrolled
1 2
1 Typewriting 2431
2 Shorthand 782
3 Commercial arithmetic 623
4 Bookkeeping 600
5 Secretarial training 291
6 Commercial law 195
7 Business machines 120
8 Salesmanship 72
Total 5114
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the secretarial training courses. Bookkeeping departments 
were without adding machines, calculating machines, or 
bookkeeping machines.
The facilities for teaching the business machine courses 
at Sam Houston high school consisted of Comptometers, Burroughs 
calculators. Burroughs bookkeeping machines, and National 
bookkeeping machines.
CHAPTER VII
GENERAL SUGARY, CONCLUSIONS, AND RECOliMENDATICNS
The purpose of this chapter Is to present (1) the find­
ings of the Investigation; (2) the conclusions based on the 
findings; and (3) the recommendations for Improving the 
commercial education program of the high schools of Houston, 
Texas.
1. Recapitulation
This study was designed to Investigate the employment 
needs for office workers and the job requirements of one 
hundred selected business firms of Houston, Texas, in order:
(1) to determine the adequacy of the commercial curriculum 
of the local high schools to meet these needs; and (2) to 
recommend changes in the commercial curriculum in accordance 
with the findings of the survey.
The study attempted to answer the following specific 
questions:
(1) What kinds of office positions are there In Houston, 
Texas?
(2) What are the employment needs of one hundred business 
firms for the next twelve months, beginning August, 1948?
(3) What jobs are available to high school graduates?
-144-
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(4) What are the minimum age requirements for office 
occupations?
(5) What are the beginning salaries for office occupa­
tions?
(6) What are the educational requirements for office 
occupations?
(7) Do businessmen prefer male or female office employees?
(8) What weaknesses are found In high school graduates 
employed in office occupations?
(9) What are the strong characteristics of high school 
graduates employed In office occupations?
(10) What kinds of office machines and appliances are 
used In the business offices of Houston, Texas?
(11) In the opinion of the businessmen, what commercial 
subjects should be taught In the high schools of Houston to 
students contemplating going Into business?
(12) What are the reactions of businessmen to part- 
time cooperative training for office occupations?
(13) In the opinion of the businessmen, what should be 
the function of the commercial education program?
(14) How well does the present curriculum prepare the 
student for the available office positions?
An analysis and evaluation of the businessmen’s answers 
to these questions formed the basis upon which the recommenda­
tions were made for improving the commercial curriculum of 
the high schools of Houston, Texas.
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2. Summary of Findings
(1) In this study, there were 6882 office workers em­
ployed by the one hundred business firms surveyed. The 
office employees were distributed among six occupational 
classifications.
(2) Secretarial workers ranked first in the total 
number of employees with 25.0 per cent of all office 
employees surveyed. Female employees exceeded male employees.
(3) The general clerical group ranked second with 19.5 
per cent of all employees classified. Women employees out­
numbered male workers by 1149 to 196.
(4) Bookkeepers, cashiers, and accountants accounted 
for 1250 office employees which represented 18.2 per cent 
of the total office workers. Men predominated in the 
accounting and auditing positions, while women were more 
numerous in cashier and clerk positions.
(5) Office machine operators ranked fourth in numerical 
importance with fourteen per cent of all office employees. 
Female employees exceeded male workers by a ratio of over 
six to one.
(6) The administrative and executive group had 12.9 per 
cent of the office workers. Male employees outranked female 
workers almost two to one.
(7) Transportation and storage (clerical) ranked in 
last position having 10.4 per cent of all office workers.
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There were 389 male workers and 328 female employees In this 
group.
(8) In all office occupational classifications, female 
employees outnumbered male workers by a ratio of almost 
three to one.
(9) Businessmen expressed a need for an estimated 1804 
office workers for the next twelve months, beginning August, 
1948; of this number, 387 were male employees and 1417 were 
female workers. The estimated job turnover was 26.2 per 
cent for all office workers.
(10) During the period of the survey, the highest 
estimated job turnover was In the transportation and storage 
(clerical) classification with an estimated 36.3 per cent.
(11) The estimated job turnover for general clerical 
employees was 33.0 per cent.
(12) Office machine operators had an estimated 31.3 per 
cent job turnover.
(13) The estimated job turnover for bookkeepers, cashiers, 
and accountants was 28.2 per cent.
(14) For the secretarial classification, the estimated 
job turnover was 28.0 per cent.
(15) Administrators and executives had the lowest estimated 
job turnover with an estimated 13.1 per cent.
(16) Fifty-four per cent of the employers expressed a 
willingness to hire bookkeepers, cashiers, and accountants 
at the minimum age of eighteen years.
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(17) Fifty-three per cent of the businessmen expressed
a willingness to hire general clerical workers at the minimum 
age of eighteen. Twenty-five per cent of the employers 
stated that they would hire workers under the age of eighteen 
for jobs In this classification.
(18) In the secretarial classification, sixty per cent 
of the businessmen expressed a willingness to hire employees 
at the minimum age of eighteen.
(19) Sixty-eight per cent of the employers expressed a 
willingness to hire transportation and storage (clerical) 
workers at the minimum age of eighteen.
(20) A total of 66.7 per cent of the businessmen stated 
that they would hire office machine operators at the minimum 
age of eighteen years.
(21) Only 3.5 per cent of the employers were willing 
to hire administrators and executives at the minimum age 
of eighteen.
(22) For all office occupations, 48.4 per cent of the 
employers expressed a willingness to hire employees at the 
minimum age of eighteen years. Only eleven per cent of the 
businessmen were willing to hire office workers under 
eighteen years of age, and 39.6 per cent required a minimum 
age above eighteen.
(23) The median beginning salary for secretarial em­
ployees was $37 a week. Secretaries and stenographers re­
ceived the highest salaries In this classification.
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(24) The median beginning salary for general clerical 
workers was $34 a week. Receptionists and PBX operators 
commanded the highest salaries.
(25) The median salary for bookkeepers, cashiers, and 
accountants was $42 a week. The most frequent salary was 
$65 and above a week. A majority of the accountants and 
auditors were listed In the $65 and over group.
(26) The median beginning salary for office machine 
operators was $38 a week.
(27) The median beginning salary for administrators and 
executives was $64 a week. The most frequent salary was 
$65 and above a week.
(28) The median beginning salary for clerical employees 
In transportation and storage firms was $33 a week.
(29) The median beginning salary for all office employees 
was $38 a week.
(30) Sixty-three per cent of the employers expressed a 
willingness to hire workers with a minimum of a high school 
education for all office occupations.
(31) In the secretarial classification, 58.1 per cent 
of the employers were willing to hire workers with a minimum 
of a high school education.
(32) Ninety per cent of the businessmen were willing to 
hire general clerical workers with a minimum of a high school 
education.
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(33) Fifty-two per cent of the employers stated that 
they would hire bookkeepers, cashiers, and accountants with 
only a high school education. A majority of the firms re­
quired accountants and auditors to have training above high 
school graduation.
(34) Seventy-eight per cent of the employers expressed 
a willingness to hire office machine operators with a 
minimum of a high school education.
(35) Only 30.4 per cent of the employers were willing 
to hire administrators and executives with a minimum of a 
high school education.
(36) In the transportation and storage (clerical) 
classification, 81.7 per cent of the employers were willing 
to hire workers with a minimum of a high school education.
(37) The Burroughs adding machines were more numerous 
than any other make.
(38) Business offices used more key-driven calculators 
than crank-driven machines.
(39) The National, Elliot-Fisher, and Underwood book­
keeping machines were the most common machines In that 
field.
(40) The Edlphone and Dictaphone outnumbered other 
transcribing machines.
(41) The National cash register was easily the leading 
machine In that class.
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(42) The leading typewriters, ranked according to the 
number In use, were: Underwood, L. C. Smith, Remington, and 
Royal. There were 180 electromatlc typewriters used by the 
one hundred business firms surveyed.
(43) More firms used Mimeograph machines than any other 
make of duplicating equipment.
(44) The IBM was the leading key-punch machine.
(45) A variety of office equipment was used. This In­
cluded addressographs, switchboards, check protectors, coin­
counting machines, check signers, check endorsers, folding 
machines, stamping machines, and analysis machines.
(46) Accuracy, efficiency. Judgment, promptness and 
adaptability, ranked in respective order, were the personal 
traits found to be lacking in high school graduates who 
sought employment in business offices.
(47) A majority of the businessmen reported that honesty, 
loyalty, pleasing personality, courtesy, and self-confidence 
had been developed in Houston high school students who were 
employed by their firms.
(48) The chief deficiencies in skill training were in 
arithmetic, spelling, penmanship, business machines, and the 
mechanics of business-letter writing.
(49) Seventy per cent of the businessmen reported that 
high school graduates who sought employment in business 
offices had developed the necessary skills in typewriting.
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Forty-five employers reported that high school graduates 
were skilled In the use of shorthand.
(50) Forty per cent of the business firms expressed a 
willingness to cooperate In a part-time training program 
for students enrolled in office training courses.
(51) Sixty-six per cent of the employers stated that 
the purpose of the commercial program In the high school 
should be to offer broad general business training. 
Thirty-four per cent of the businessmen stated a preference 
for specific technical training.
(52) According to businessmen, the skill-building sub­
jects In commercial education still have an Important place 
In the high school program for those students planning to 
prepare for office positions.
3. Conclusions
The findings of the study, based on reports from one 
hundred business firms. Indicated the following conclusions:
(1) The commercial program of the Houston Public High 
Schools Is not meeting all of the employment needs for office 
workers and the job requirements of businessmen of Houston. 
Adequate training Is not being given for all office jobs 
for which high school graduates may be employed. The high 
schools are not providing sufficient training for the develop­
ment of skills In the use of business machines. High school 
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graduates lack adequate training In the basic fundamentals 
—arithmetic, spelling, and penmanship. Personal trait 
training Is not receiving sufficient emphasis to meet 
employment standards In the present commercial program.
(2) Female employees are preferred for most office 
positions. The opportunities for men are In bookkeeping 
and accounting, transportation and storage (clerical), and 
administrative and executive positions. Female workers 
are In greater demand for secretarial positions, general 
clerical jobs, and office machine operator positions.
(3) A majority of businessmen are willing to hire 
students at the minimum age of eighteen years.
(4) A majority of employers are willing to hire office 
workers with a minimum of a high school education.
(5) The office equipment In the high schools Is not 
adequate to provide for the training of students In the use 
of those business machines found In local offices.
(6) Businessmen are willing to assist In a cooperative 
part-time training plan to give students experience In 
secretarial work, bookkeeping, and general clerical work.
(7) Business education should not be confined to the 
strictly technical subjects, but should Include general 
business courses In order to give a broad view of business.
(8) The skill-building subjects still have an Important 
place In the high school program for those students who con­
template going Into office positions.
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(9) The high schools are not supplying enough graduates 
with business training to meet the employment needs of local 
employers•
4. Recommendations
In order to meet the employment needs of local business 
concerns for office workers, the present business curriculum 
should be continued with modifications. It Is recommended 
that skill courses In business machine operation be Included 
In the commercial program of each of the senior high schools 
of Houston to take care of the obvious lack of trained 
machine operators.
Office practice courses should be added to the commercial 
program for those students who plan to seek employment In 
general clerical positions. This course should be separate 
from the secretarial training courses which alm to train 
students for the secretarial work only.
Since businessmen reported that the high schools are not 
supplying enough graduates with business training to meet 
the local employment needs. It Is recommended that an 
effective guidance program be set up in each of the senior 
high schools to aid students in making vocational selections 
In business positions. The guidance department should be 
able to show the students the employment possibilities In 
office occupations, the educational requirements for each 
job, the age requirements, beginning salaries, and whether 
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or not experience Is required. At least one member of the 
commercial department should be on the high school guidance 
committee to Insure the committee Information regarding em­
ployment requirements In the business field.
The evidence Indicated that local employers are not 
entirely satisfied with the trait training that students 
are receiving In the high schools. It Is recommended that 
the supervisor of commercial subjects, together with a 
committee of commercial teachers, work out methods for 
Improving the personal trait training of high school students. 
There should be an Integration of trait training with the 
training In all commercial subjects. Special emphasis should 
be placed upon the development of personal traits in the 
office practice courses, the secretarial training courses, 
and the business machine courses.
Employers were critical of the lack of knowledge and 
ability of their employees In arithmetic, penmanship, spell­
ing, and business-letter writing. A committee should be 
appointed to work with the commercial supervisor In reviewing 
and revising the alms and course requirements for each 
commercial subject with a view toward setting definite 
standards for existing commercial courses. Secretarial 
training courses should do more to Improve spelling, business- 
letter writing, and penmanship to meet the general criticism 
of employers. All commercial students should be required to 
156
take a course in commercial arithmetic with emphasis placed 
on basic fundamentals as they are related to business. 
Remedial courses should be set up for students failing to 
measure up to the standards in arithmetic. Those falling 
to meet the standards, as determined by standardized tests, 
should be placed in non-credit courses for special training.
It is recommended that the skill subjects be deferred 
to the Junior and senior years of senior high school in order 
to turn out students into business at the point of their 
greatest development.
The number of Jobs in certain major fields of office 
positions, and the turnover in the jobs, indicate a need 
for strong skill-building courses in the following fields:
(1) General clerical;
(2) Stenographic and secretarial
(3) Bookkeeping; and
(4) Business machines.
Cooperative part-time training should be initiated for 
students taking office practice courses, secretarial courses, 
and advanced bookkeeping courses. A plan similar to the 
distributive education program should be used, with students 
attending school for one-lialf of each day and working in 
business offices for the remainder of the day. A program 
could be worked out whereby two students could fill a full- 
time Job by having one student attend school during the 
morning session and the other attending afternoon classes.
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Teachers, experienced In office work should do the super­
visory work In cooperation with office supervisors. A joint 
committee, composed of the commercial supervisor, commercial 
teachers, and businessmen, should work out the details of 
the cooperative training program.
From the Information secured in the survey, it is 
recommended that the commercial departments of the senior 
high schools be equipped with the following makes of type­
writers: Underwood, L. C. Smith, Remington, and Royal, 
since they are the most commonly used machines In Houston 
business offices. The increasing use of the electromatlc 
typewriter makes It logical to recommend the purchase of a 
few of this make of machine for training purposes.
It Is recommended that the following equipment be added 
to the commercial departments of all of the senior high 
schools in order to train students in the use of business 
machines used by local business firms:
(1) Burroughs adding machines;
(2) Comptometers;
(3) Burroughs calculators;
(4) National bookkeeping machines;
(5) Burroughs bookkeeping machines;
(6) Dictaphones and Edlphones;
(7) National cash registers; and
(8) Mimeographs and fluid duplicators.
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Because of the small number of persons employed as 
operators of key-punch machines, it is not recommended that 
the high schools attempt to give training in the operation 
of this type of machine at the present time.
The following miscellaneous equipment is recommended 
for use in the various office practice courses, and especially 
in the courses for general clerical workers:
(1) Addressograph;
(2) Todd check protector;
(3) Speedograph;
(4) Addressing machine;
(5) Telephone switchboard;
(6) Folding machine;
(7) Envelope sealing machine;
(8) Coin-counting machine; and
(9) Check signer.
It is recommended that an in-service training program 
be conducted for commercial teachers. Teachers need to be 
kept up-to-date on modern office equipment, employment needs, 
employment requirements, and changing business conditions. 
Businessmen should be brought into the training program as 
a means of bringing about a closer relationship between the 
school and business. Modern methods and materials should 
be available to all commercial teachers.
With the enactment of the above recommendations, it is 
believed that the commercial program of the Houston high 
schools will meet the employment needs of local businessmen.
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5. Need for Further Research
The community survey should be a continuous process. 
It is necessary to conduct surveys frequently in order to 
keep pace with business changes. Since employment needs 
vary with economic conditions, periodic local surveys are 
needed to indicate the changes that take place.
There is a need for a parallel study of the commercial 
graduates of the Houston high schools. The present study 
was limited to information secured from the employer; there 
is a need for the employees1 viewpoint. A survey of 
commercial graduates, who find employment in local offices, 
should validate and supplement the present study.
Businessmen are critical of the lack of knowledge of 
arithmetic found in high school graduates who seek employ­
ment. There is an urgent need for a study to determine what 
arithmetic businessmen expect high school graduates to know. 
All phases of business should be surveyed to determine the 
arithmetical needs. School authorities should then be in 
a position to set up a functional course in business arith­
metic that would meet the needs of local businessmen.
There is also a need for a study to find out what words 
high school graduates are expected to know how to spell. 
This knowledge should be valuable in the construction of a 
high school curriculum.
A specific job analysis should be made for each office 
position. A study should be made to determine exactly what 
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the duties and requirements are for each job classification. 
This information should aid school officials in making the 
commercial courses functional.
Since distributive jobs are a part of the commercial 
field, there is a definite need for a local survey to be 
made of the selling occupations. This study should show 
the opportunities for employment, the educational require- 
lents for employment, and beginning salaries.
There is a need for a study to determine why employees 
fail in business. A study of this nature should show the 
principal reasons why employees are "fired.” Information 
concerning business failures should be of value to school 
authorities concerned with constructing the commercial 
program.
There is a need to make a study of the employment 
practices of local businessmen to determine the feasibility 
of setting up placement bureaus for high school students.
There is a need for a survey of all businesses and 
industries of Houston, Texas. Such a survey would show the 
employment needs, not only for office occupations, but 
for all phases of business and Industry. A survey of this 
nature would be expensive, and would require a large number 
of workers, but it should be worth the expense and effort 
to both businessmen and the school system. A survey of this 
proportion should be a joint undertaking of business and the 
school.
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APP3IIDIX A
EMPLOYMENT OPPORTUNITY SURVEY FOR OFFICE OCCUPATIONS 
Houston, Texas
Name of Firm Tyne Interviewer
Address Date
Name of Person Interviewed Position  
v d Estimated No. Weekly Salary Education ®d Traln-
job No. Positions Vacancies in Sage ing Requirements
TLq:—----------------------- ITCSar35E55I------...J riusa vacant Mala Female iuT w-<n « v iClassification Riled ™X* 2e High Soh°o1
3» Bus. College 
4» College or Univ. 
5. Experience  
________________________ MF MF_________;___________1..2 5-------  
BOOKKEEPERS, CASHIERS 
And ACCOUNTANTS: 
Senior Accountants 
Junior Accountants 
Auditors_____________________________________________________________________________________ ___
Audit Clerks__________________________________________________________________________________ _
Bookkeepers----------------------------------------------------------------------------------- -
Sashlers......................................................... ... ......... ..——------ --
Payroll Clerks______________________________________________________________________________ __
Billing Clerks__ ______________________________________________________________________________
SECRETARIAL:
Secretaries____________________________________________________________________ _ __ _________ _
Sterrographexs--------------------------------------------------------------------------------------------------------------------- --------
IZBlBlfi________________________________________________ _________________ __ —-----—----- ------- -----
FijipK Cjerks......................................................................... .—_
Transcrit>ing_Mach.__Qprs.________________________________________________________________________
GENERAL CLERICAL: 
Mesagqgejg-------------------------------------------------------------------- --------—- ----
Office Bovs and Girls----------------------------------------------------------- —--- --- ----- -
GefiexaLfiiarka------------------------------------------------------------------ —-- —-- -—---
BassESipaifili———————————————————————————————— 
PBX Operators .
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_____________________________________ EMPLOYMENT SURVEY (Cont'd.)  
« d <*«  Estimated No. Weekly Salary Education and Train-
Job No. Positions Varnnties^ln BequlJeinent, B^nlrromt.
Claasifieation Min. Max. 1. Grade School
Filled Vacant Male Female Age Age Max. Min. 2. High School
Hired Hired 3. Bus. College
Z. College or Univ.
 5. Experience
______________________ M F M F________________________________________ 1 .R..3. 4 .5_____
OFFICE MACHINE OPRS.i
Bookkeeping Mach. Opts.
Calculating Mach. Opts.
BIHIm Mach. Oprs.----------------------------------------------------------------------- ----
Duplicating Mach. Oprs.Costing Machine Oprs. ----  . . ... - . - ----
4^ing_Machlne OprB. ________ ________, . , --- ----------------------------
Addressing Machine Oprs. 
Key-Punch Machine Opts. 
Tabulating Mach. Oprs, 
TRANSPORTATION And
STORAGE:
Shipping and Del. Clks. 
Invoice Clerks 
Receiving Clerks
■■ -
ADMINISTRATORS And 
EXECUTIVES:
General Managers 
Personnel Managers 
Of fl comanagers 
Scegis-ManpRerp___
Statisticians 
Department Managers 
Trarflc Managers 
Comptrollers 
dlaim Adjusters
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Part Il—Offlce Machine Survey
Type of Machine
e e 
I . *4  
d *q'S'S-P  
•H o «d O"H q «d ti O-H h • ® • ® • ® e ® 
o n o P< o&ti & 
SetD 80 S5CQEHO
Type of Machine
H’O &
•H O <d O«H fl 0 
h O «H M
♦ © • ® • © cd © 
O <D O R« O M< (4 
sb cd Ko ascnfio
ADDING MACHINES: 
Burroughs
TYPEWRITERS:
——— Underwood
Dalton __ _ Ram^pgton
Sundstrand __ __ Royal
Victor _____  L. C. Smith____________________
Corona Wood stock; ___
porona
Electromatic __
CALCULATORS: Noiseless
Comptometer
Burroughs_____________________
Monroe__________________ _____  DUPLICATING MACHINES:
Marchant __ ___Mimeograph
. ---- ._____  Multigraph
—— Mimeoscope
Ditto (Gelatin)______ .
BOOKKEEPING MACHINES: Ditto (Liquid)
Elliot-Fisher
Underwood________________ ____ _
Remington _____ KEY-PUNCH MACHINES:
Burroughs Bank Post. _____  I, B._M._______________________
Burroughs Com. Post. Remington-Rand _ _
Moon-Hopkins
TRANSCRIBING MACHINES:
MISCELLANEOUS MACHINES: 
Addressogranh
Dictaphone Todd Check Protector
Edinhone Elliot Address. Mach. ___
Wire Recorder Belknap Address. Mach. ___
Soundscriber______________ Folding Machine .
Speedograph
Switchboard
CASH REGISTERS: Others
National
Burroughs -
Remington
McCoskev .. .. .
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Part in—Personal Trait and Vocational Skill Survey
Please check, in the order of importance, hy using the figures
1, 2, 3, etc. ____________________
Possessed Lacked by Possessed Lacked Dy
Personal Traite by H. 3. H. S. Personal Traits by H. S. H. S.
Honesty Tact __________________________
fiotirtesv ____________Good Personality___________________________
Neatness Poi8_e---------- ------
T.ofyaltv ________  Correct Speech —
A r*inr ,aev .. Sincerity ----------
Initiative ________  Adaptability . ----
Ambition - Judgment ---
V.ffl t»i entry ________  Cooperation —
Promntness Concentration. —
Dependability_________ ________ Self-confidence ----------------
Graduates Graduates Graduates GraduatesSkills Excel are WeakSki118 Excel are Weak
Snelling Typewriting ________ ___ —----
Vrltten English------
Penmanship
Business Letters
Transcribing
Oral English---------
Shorthand
Dictation
Arithmetic
Business Machines
Others
Which of the subjects listed below do you think every high school
a+.ndan+.. uho nontemnlates going into business, should study?au;—— 1 r—g -
Subject jpi Boys Girls Subject ait Boys Girls
Typewriting _________ Spelling__________________ _______
RVi Art Ha tvI ________ Business Organization
Filing and Indexing
Bookkeeping (Adv.) Banking____________________—
Business Law _________  Business English------------------
(Iff 1<*a  Procedures . Business Machines ___________ ____
Pualness Arithmetic Machine. DictatifiD------------ —
Me 4 no Cn 1 <*n  1 n+.l on ________  Commercial Geography
General Bus. Pi*in. Economics ---
Bus.-letter Writing _________  Occupations______________ _______
Penmanship _________ Retail Selling--- --- --------- -- -
Salesmanshlp _________ Advertising__________—----------
Business Psychology Consumership_____________ __ ,,
Others Others
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Part IV—General Information
Do you have part-time high school student employees 
in selling occupations under the Distributive Education 
program of the Houston Public Schools? Tes No
Could you xise part-time high school student employees 
in selling occupations? Tes No
Would you be willing to assist in a cooperative program 
to give students an opportunity to work part-time while 
taking office training courses? Tes No
Would you be willing to assist in a cooperative program 
for students taking stenographic courses? Tes No
Would you be willing to assist in a cooperative program 
for students taking bookkeeping courses? Tes No
Do you think that the high school should prepare the 
student for, (1) some specific occupation, or (2) give a 
general education? 1. 2.
What would you recommend that would improve the business 
training of the high school students?
What do you like about the business training that the 
high school students are now receiving?
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APPENDIX B
SUMM1BI OF ESTIMATED VACANCIES, EDUCATIONAL AND AGE REQUIREMENTS, AND SALARY OFFERINGS OF ONE HUNDRED 
HOUSTON BUSINESS FWC FOR 1948-49
Job
Number 
of
Estimated
Vacancies
Educational. 
Requirements1
Median 
Weekly
Per cent of 
Employers
Positions in Twelve 
Months
(1) Grade school
(2) High School
Salary for 
Beginning
Who Will 
Hire WorkersClassification M F T M F T (3) Bus. College(4) College
Office 
Workers
at 18 years 
of age
VX) U)' (3j (4)" f
This column shews the number of business firms reporting on educational requirements for beginning 
workers. Each employer was counted a separate employer each time he supplied data concerning employ­
BOOKKEEPERS, CASHIERS, 
And ACCOUNTANTS: (U2)# (58%)x
Senior accountants 104 4 108 10 0 10 0 3 14 18 35 165* 0
Junior accotmtants 62 8 70 12 5 17 0 17 17 0 34 51 69
Auditors 28 4 32 2 0 2 0 6 10 34 30 65* 0
Audit clerks 29 80 109 6 28 34 0 21 20 0 41
4 65
^7 60
Bookkeepers 134 U7 281 44 60 104 0 35 26 36 66
Cashiers 81 203 284 23 69 92 0 38 10 0 48 36 74
Payroll clerks 37 108 U5 11 20 31 0 42 25 0 67 37 67
Billins clerks 18 203 _22L_ 4 59 63 Q 26 16 0 42 36 83
Totals 493 757 1250 112 241 353 0 188 138 36 362
Per cent 3? 61 1QQ 32 68 100 Q 52 38 10 100
SECRETARIAL: (137)# (73%)x
Secretaries 8 626 634 0 121 121 0 31 42 10 83 ♦43 52
Stenographers 7 315 322 2 97 99 0 46 31 0 77 39 60
Typists 
Filing clerks
16 347
360
363 4 117 121 0 45 30 0 75 34 88
3 363 0 132 132 0 42 7 0 49 32 95
Transcribing machine opr. 0 36 39 0 8 8 0 11 6 0 17 38 86
Totals 34 1684 1718 6 475 481 0 175 116 10 301
Per cent 2 98 100 1 99 100 0 58 39 3 100
ment requirements for any position.
# Median weekly salary for the whole classification.
* Sixty-five dollars and over.
x Per cent of the total classification. 172
SUMM1HZ OF ESTIMATED VACANCIES, EDUCATIONAL AND AGE REQUIREMENTS, AND SAIARI OFFERINGS OF ONE HUNDRED 
HOUSTON BUSINESS FIRMS FOR 194S-<9 (Cont'd.)
Job.
Classification
Number 
of 
Positions
Estimated
Vacancies (1 
;2 
4
Educational 
Requirements^ 
Grade school 
High school 
Bus. college 
College_____
Median
Weekly 
Salary for 
Beginning
Office 
Workers
Per cent of 
Employers 
Who Will 
Hire Workers 
at 18 years 
of age
j
M
Ln Twelve 
MonthsM F T
F T dy (2) (3) (4) T
GENERAL CLERICAL: (134)^ (79%)x
Messengers 61 56 117 17 51 32 0 0 39 ♦31 100
Office boys and girls 25 20 45 16 38 54 15 0 0 21 28 100
General clerks 108 891 999 42 243 285 0 51 3 0 54 33 80
Receptionists 
PBX operators_________
0
2
s 0
0
g 19
34
0
2 o
o
O\
1»
<X
J
Totals 196 1U9 1345 92 351 443 15 200 3 3 221
Per cent 1? 8? 100 21 7? 100 7 1 1 100
OFFICE MACHINE OPRS.: (♦38)# (78%)x
Bookkeeping mach. opr. 42 196 236 19 53 72 0 21 10 0 31 ♦41 75
Calculating mach. opr. 39 248 287 15 74 89 0 24 15 3 42 41 68
Billing mach. opr. 4 119 123 2 38 40 0 17 3 0 20 37 75
Duplicating mach. opr. 5 17 22 0 9 9 2 3A 0 0 26 88Posting mach. opr. 
Adding mach. opr.
0
24
N 8 10
40 $ 0 0 1112 0 00 0 1112
^0
100
100
Addressing mach. opr. 0 % 0 U u 2 23 0 0 25 32 100
Key-punch mach. opr. 0 61 61 0 12 12 0 13 4 0 17 40 60
Tabulating mach. opr. 20 6 26 6 1 7 0 11 3 0 43 45
Totals 134 828 962 50 251 301 4 156 35 3 198
Per cent 13 87 100 17 83 100 3 78 17 2 100
This column shows the number of business firms reporting on the educational requirements for beginning 
workers. Each employer was cotinted a separate employer each time he supplied data concerning employ­
ment requirements for any position.
# Median weekly salary for the whole classification.
x Per cent of the total classification.
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SUMMARY OF ESTIMATED VACANCIES, EDUCATIONAL AND AGE REQUIREMENTS, AND SALARY OFFERINGS OF ONE HUNDRED 
HOUSTON BUSINESS FIRMS FOR 1948-49 (Cont'd.)
Educational. Median Per cent of
Job Number
jsstimatea Ilequirementis-1- Weekly Employers
of Vacancies (i;1 Grade school Salary for Who Will
Classification Positions in Twelve (2 1 High school Ibeginning Hire Workers
M F T Months (3 Bus. college Office " 
Workers
at 18 years 
of ageM F T (2 
W
> CollegeUT 73) (4) T
TRANSPORTATION And (♦33)# (88%)x
STORAGE:
Shipping and del. elks 118 76 194 32 25 57 0 39 3 0 42 134 79
Invoice clerks 33 60 93 14 34 48 0 31 3 0 34 32 91
Receiving clerks 65 113 178 19 30 49 0 32 0 0 32 36 100
Stock clerks 152 64 216 47 45 92 4 40 2 0 46 35 84
Mail clerks 21 15 36 8 6 24 3 23 0 0 26 31 89
Totals 389 328 717 120 140 260 7 165 8 0 180
Per cent 54 46 100 46 54 100 4 92 4 0 100
ADMINISTRATORS And 
EXECUTIVES: (t64)# (M)x
General managers 68 3 71 0 0 0 0 11 0 48 59 $65* 0
Personnel managers 35 14 49 0 0 0 6 3 3? fv 2
Office managers 53 17 70 5 11 0 9 2 65* 6
Credit managers 37 5 42 0 0 0 0 12 0 19 31 48 0
Statisticians 4 1 5 0 0 0 0 0 1 3 4 65* 0
Department managers 346 256 602 52 61 113 0 28 0 11 39 54 12
Traffic managers 11 0 11 0 0 0 0 5 3 0 8 65* 0
Comptrollers 23 0 23 0 0 0 0 5 0 18 23 65* 0
Claim adjusters 12 5 17 0 0 0 0 8 0 0 8 55 0
Totals 589 301 890 57 67 124 0 84 9 168 261
Per cent 66 34 100 46 54 100 0 30 5 65 100
This column shows the number of business firms reporting on the educational requirements for beginning 
workers. Each employer was counted a separate employer each time he supplied data concerning employ­
ment requirements for any position.
# Median weekly salary for the whole classification.
* Sixty-five dollars and over.
x Per cent of the total classification.
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SUMMAHI OF OFFICE MACHINES USED BI ONE HUNDRED HOUSTON BUSINESS FIRMS 
FOR 1948
Types of machines Number in use Types of machines Number in use
ADDING MACHINES: TIPEWRITERS:
Burroughs 308 Underwood 464
Dalton 17 Remington 213
Sundstrand 127 Royal 165
Victor U L. C. Smith 226
Corona 5 Woodstock 12
Allen-Wales 22 Corona 11
Clary 12 Electromatic 180
Remington-Rand 12 Noiseless 48
Vari-type 3
CALCUUTORS:
Comptometer 360 DUPLICATING MACHINES:
Burroughs 157 Mimeograph 39
Monroe 1U Multigraph 12
Marchant 75 Mimeoseope 2
Friden 23 Ditto (gelatin) 11
Ditto (fluid) 7
BOOKKEEPING MACHINES: Standard 8
Elliot-Fisher 59 Niagara 2
Underwood 8
Remington 5 KET-PUNCH MILCHINES:
Burroughs Bank Post. 58 I. B. M. 30
Burroughs Com. Post. 20 Remington-Hand 6
Moon-Hopkins 9
National 66 MISCELLANEOUS MACHINES:
Addressograph 40
TRANSCRIBING MACHINES: Todd Check Protector 38
Dictaphone 46 Elliot Address. Mach. 7
Ediphone 71 Belknap Address. Mach. 1
Wire recorder 2 Folding Machine 8
Soundscriber 4 Speedograph 2
Switchboard 40
CASH REGISTERS: Coin-counting machine 6
National 891 Check signer 4
Burroughs 138 Envelope sealing and
Remington 16 ng machine 3
McCoskey 3 NCR analysis machine 2
